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Preface 


T his Writer's Guide and Index to English describes our current 
language in a pattern planned for use in college courses in 
composition The aim ot these courses is to encourage in students 
effective communication of facts and ideas, imaginative conception, 
dcsiies and feelings This purpose of communication sets the frame- 
work of a course and guides the bulk ot its activities Consequently 
the first chapter of this book is The Activity of Writing, to set in 
perspective the more detailed topics that follow 

I ifective communication must be in the idiom of the day. 
r.imiharity with the language in actual use in the 1950s is a prerequi- 
site toi writing The greater pait of this book is devoted to a descrip- 
tKjii ot current usage, the language used by educated people in carrying 
on their affairs Chapters 4 to 12 and most of the entries in the Index 
tlesciibe and comment on our language as it is being used, especially 
(Ml points on which usage is divided or which for some reason raise 
(.[uestions 

Since usage is described in terms ot grammar,' the hook contains 
a grammar of current English, not for its own sake but to make it 
{lossiblc to discuss particular items of usage These topics are under 
appropriate heads in the Index and in Chapter 4, which brings to- 
gether a number of bothersome points The type of grammar presented 
is not prescriptive but descriptive, using wherever possible the cate- 
goiies and terms of scientific descriptive grammar The book is, then, 
a gram matical description of cm tent usage in a perspective of compo- 
sition 

besides information about the language around them, students 
need guidance in selecting from its wealth and its ‘sometimes confusing 
variety the expressions that wiW be effective with readers. Rules can 
function only for some of the most elementary matters, and even in 



the most definite of these (agreement of subject and verb, for 
example), exceptions are numerous. This book meets the problem 
in Chapters 2 and 3 by describing the varieties of English that are 
current and by giving principles to guide students m selecting what is 
appropriate and consequently Good English. 

Anyone seeking to improve his expression starts with his material 
and his purpose for conveying it to a particular body of readers 
Then he uses what language he can command to meet the situation 
before him He has learned his language by imitation and continues 
to develop control of it by reading successful examples of communica- 
tion A college course can encourage practice and critical examination 
of the language of students and others This direct observation can 
be analyzed and brought into some system by a book such as this 

The essential thing to remember is that our language is not a 
taskmaster but an opportunity. It offers anyone with material he 
wishes to convey to others the means for saying it to them We are 
Its master and not its slave, serious purpose and confidence makes 
growth possible as worry and fear do not Curiosity about actual 
language processes and some feeling of freedom will in the long run 
produce better writing than a program of prohibition 

The aim of this book is to give students enough information about 
their living and lively language to help them answer questions about 
what they should say in a specific situation by applying principles ot 
appropriateness The core of the approach is understanding why one 
word or construction is better than another and in what circumstances 
It is better. In this way students can take much of the responsibility 
for their expression and for their growth in the natural, confident 
speaking and writing that constitutes Good English. Both teachers 
and students find such a relative approach realistic, in keeping with 
both art and science, and conducive to greater interest and surer 
growth than a narrower and more negative approach. 

The standard of usage the book especially recommends is good 
Informal English, the English of educated and socially established 
people as they carry on their everyday work and as they take their 
part in public affairs It has a good deal of freedom but is not slovenly 
and has the widest currency of the various sorts of English. The 
less widely used Formal English is also described, and academic 
usage as in research papers But since few students are to become 
academic persons — and they really do not need to write as their 
teachers may — the style recommended is more widely applicable, 
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more democratically based, more flexible to the actual speaking and 
ruing situations they will have to face For either style, Vulgate, or 
uneducated, usage is out of place and is duly discouraged 

The two parts of the book are planned for the two approaches 
necessary in a composition course the chapters of the Guide for 
comprehensive class discussion of general topics, the entries of the 
Index for individual reference by students while revising papers or 
correcting them after they have been read by an instructor 

The chapters are arranged in an order that conforms to the prin- 
ci[)les given in the beginning of this Preface But it is not necessary 
to take them in that order it some other emphasis is preferred It is, 
however, necessary to be acquainted with the doctrine of Chapters 2 
and 3 before particular questions of usage in the later chapters can be 
successfully discussed. There are brief suggestions at the head of each 
chapter for its use 

Each chapter has exercises, some for specific application and 
practice of the principles given, some for further exploration and for 
u ruing Many of them stress consideration of the student’s own 
writing and language habits 

The alphabetical articles in the Index are primarily for individual 
retercnce (or browsing), tor assignment to particular students who 
need certain points, and tor reference by a student at the time of 
writing or revising his papers The Index also contains some seventy 
five specific correction entries, reached through the abbreviations 
listed inside the back cover and identified in the book by the same 
ahbieviations in longhand Besides the topics the abbreviations refer 
to, scores ot common lapses trom Good English can be marked by 
putting a ring around the woid in question {fiance, its, however, li}{e, 
percent, who, and so on), to show that the Index has a specific entry 
on It In this way the abstractness of numbers is avoided and both 
teacher and student can think in terms ot the subject itself The Index 
also serves as a conventional index to the topics treated in the chapters. 
Its full use IS described on page 405 

The doctrine and presentation in this revision are basically the 
same as in the 1942 edition The chapters have been rearranged. Chap- 
ter 4 now gives a brief resume of the principal trouble spots in gram- 
mar and usage, and Chapter 5 on punctuation has been elaborated. 
There has been some revision of the doctrine on the paragraph, 
attempting to get to more basic considerations than the conventional 
tieatment does. More than half of the exercises are new and new 
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materials will be found m those that are retained in form. The chief 
revision has been intended to clarify statements, to show the relation- 
ship between topics, and to improve the articulation between the 
Guide and the Index 

Since the Writer s Guide and Index to English is based largely on 
recent linguistic scholarship, it is greatly indebted to linguists of 
the last two generations The books most referred to are listed in the 
Bibliography on pages xi-xiii and more specific books and articles 
are given at the end of Index entries The first edition was read by 
the late Leonard Bloomfield and the present one owes much to 
Russell Cosper Many specific suggestions have come in the course of a 
pleasant and fairly voluminous correspondence set in motion by the 
preceding editions 1 am grateful for the many bits of useful advice 
The exercises are largely the work of George H. Smith 

Authors and publishers have generously given permission to use 
the many illustrative quotations Their aid is gratefully recogni/cd 
in the list of Acknowledgments 

1 hope the book will continue to encourage teachers and students 
to an active observation of our language as it is used about them and 
will help them increase their |udgment of its use in lively and pur- 
poseful writing. 
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CHAPTER 


1 


The activity of writing 


TOPICS OF THE CHAPTER 

1 The writer’s background 

2 Focusing on a subject 

2a Subjects from the 
writer’s experience 
2b Subjects for 
investigation 
2c Limiting a subject 

3 Gathering material 

4 Evaluating and selecting 
the material 

5 Planning the paper 

6 Writing the first draft 

7 Revising 

7a Material 


7b Plan 

7c Mechanics and 
style 

8 Preparing the manuscript 

8a. Materials 
8b The page 
8c. Endorsing 
manuscript 
8d Corrections in 
copy 

9 From manuscript into 
print 

10 Craftsmanship in 
writing 


In a sense^ every \ind of writing is hypocritical 
It has to be done with an air of gusto, though 
no one ever yet enjoyed the act of writing Even 
a man with a specific gift for writing, with much 
to express, with perfect fteedom in choice of sub- 
ject and manner of expression, with infinite lei- 
sure, does not write with real gusto. But in him 
the pretence is justified he has enjoyed thinking 
out his subject, he will delight in his wor\ when 
It IS done — Max Beerbohm 

Ambition is sometimes no vice in life; it is always 
a virtue in Composition — ^Edward Young (1759) 





SUOOESTIONS FOR USING THE CHAPTER Since this chuptei empha- 
sizes the process of writings it ^ets a background for the vauom activi- 
ties of a composition course and is a natural stalling point fot such a 
course, (Chapters 2 and 3 could be ta\en fiist in a pioguim uiessmg 
wor\ in language ) 

The chapter can be covered lapidly to give students a notion of the 
stages in the writing pfocess, and to call then attention to tho^e they ait 
likely to slight^ and to remind them of the varied mateiial they have 
for use in future papers The vauous stages then can bt stie^std m :^pe- 
cific exercises and assignments Or the chaptei can be taken moie slowly, 
with exercises and papers to explore the activity of wilting, befoie the woik 
proceeds to the study of current English in the chaptei s that follow 


F or most people who have not written very much, the chiet diffi- 
culty in preparing any kind of paper is uncertainty as to what 
they should do. Worry takes more out of them than work 1 hev 
try to see the completely finished paper at the very start of thinking 
about It, perhaps even before the topic is definite in their minds, 
usually before the material has been got together and lined up Actu- 
ally at this early stage they cannot even worry intelligently about the 
paper, much less see their way to working profitably on it 

Writing a paper is work, and it should be gone about in a work- 
manlike manner. There is no mystery about it (unless you find your- 
self doing very much better than you expect to do) and, as in all jobs, 
there is a definite series of steps Each step has its characteristic prob- 
lems and makes its characteristic contribution to the finished paper 
The beginning of wisdom in writing, and of freedom fiom loose 
worry, is in seeing these various stages clearly so that e.ich can be 
attacked by itself and the paper advanced in an orderly and profit- 
able fashion. 

This Guide and Index is primarily intended to advise you on the 
specific problems of writing — paragraphs, sentences, words, phrases, 
points of grammar and style, and so on But since these exist only in 
whole papers, a natural background for their discussion is an account 
of the process of writing, 
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kELATED chapters and ARTICLES: Other chapters tn this boo{ and 
articles tn the Index give further details about the writing process. Some 
of these aie listed here as a matter of interest 


Chapter 7, Wuting Paragraphs 
Chapter 13, Fhe Reference Paper 
^Factual and imaginative writing 
*Forms of discourse 
^Fundamentals 

* Originality 

* Outline form 
^Plagiat ism 
*Pt oof read mg 


"^Submitting manuscript 
"^Typewritten copy 
^Business English 
*Legal language 
*Letters 

*Newspaper English 
^Reports 

*Saentif 2 c and technical tvnting 
*Soctal correspondence 


Writing a paper can be divided for convenience of discussion into 
nine stages, shown in the tabic on page 6 Of course any such 
analysis is somewhat arbitrary because of the variable conditions in- 
volved in a particular article — the writer’s habits and background, 
his purpose, the complexity of the material, the length proposed, and 
the time at his disposal In writing a letter to a triend the stages are 
telescoped and can hardly be separated, but m writing a letter apply- 
ing tor a )ob each stage may be painfully distinct Anyone should 
be able to write a short paper, say of two or three hundred words on 
a subject familiar to him, without much conscious effort; but writ- 
ing a long, complex paper will require careful attention to each stage 
The problems of all the stages attempted together are enough to 
swamp anyone, even a professional writer, but if one step is under- 
taken at a time and disposed of, an orderly, workmanlike process can 
replace the jumble of worries. 

Making due allowance for the telescoping of some of these steps 
and for the varying weight given each because of the differences be- 
tween writeis and between specific pieces of writing, we may take 
them as typical of most writing activity. In descriptions of their work 
made by professional writers, these same steps ace indicated more or 
less definitely An experienced feature writer described his methods 
of work in the following way 
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First, I fix upon the particular aspect of the particular subject which I 
wish to treat Second, I outline the questions which require to be answered 
in treating this subject Third, I supply from my own resources what part 
of the answers I can Fourth, I complete my answers by additional study 
and by personal investigations — inquiry from competent persons, or personal 
visits to whatever places may be necessary When all the questions are an- 
swered satisfactorily, the material is ready to be organized and written out — 
Paul Scott Mowrer, in H F Harrington, Modern Feature WuHng^ p 37 

Our list of stages applies primarily to the process of turning out an 
expository article, like a magazine article or course paper, but the steps 
are not so very different for the “creative” sorts of writing, though the 
separate stages may be more difficult to distinguish In stories, for 
example, the writer usually has an outside stimulus that turns his 
mind to a theme or person or situation, then a period of gathering 


Stages in Writing a Paper with the 
Contribution of Each Stage 

1. The Writer s Background — A reservoir of general and specific 
information, habits ot expression, etc 

2 Focusing on a Subject — Definition of topic, sensing of prob- 
lems involved and of possible sources of information 

3 Gathering Material — ^Notes (in mind or on paper) from mem- 
ory, observation, interview, reading, speculation 

4 Evaluating and Selecting the Material — A tested and selected 
body of information to be presented in the paper 

5 Planning the Papei — A synopsis or outline of the paper 

6. Writing the First Diaft — Tentative copy of the paper 

7. Revising — Necessary changes in material, corrections and im- 
provements in the words, sentences, paragraphs 

8 Preparing the Manu^ciipt — The completed paper, ready for read- 
ers or for printing 

9 From Manuscript into Punt — The printed copy 


material, either from memory, from observation, or (as for a histori- 
cal novel) from specific research The material crystallizes into some 
form, perhaps from the writer’s hitting on a climax or a purpose, and 
then come writing and revision and preparation of copy In de- 
scribing the writing of one of his stories, Irvin Cobb shows that the 
first stage (the writer’s background) played a larger part than it would 
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in most factual articles, but he indicates several other steps of the 
process 

It will not require many words for me to give you the genesis of my 
story The Belled Buzzard 

One morning I was returning in a motor-boat to my father-in-law’s 
summer cottage on Tybee Island, Georgia, after a fishing trip to the mouth 
of the Savannah River On a sand-pit a flock of buzzards fed on a dead 
shark The sight of them, with their ungainly, flopping movements, their 
naked heads and their unwholesome contours, set me to thinking My 
mind went back to the stories I had heard in a country newspaper-office 
in Kentucky of that hardy annual of rural correspondents, the belled buz- 
zaid To myself I said that here a man might find material for a short story 

That same day I got the notion for my beginning and picked on a name 
and a personality for my principal character The following day, I think 
It was, my climax came to me, all in a flash 

I was busied for the moment with other work but when I returned North, 
a fortnight later, and went up to the Adirondacks, I sat down and wrote 
the yarn m about four days of fairly steady grinding The Post printed it 
and It became perhaps the best known of all my serious stories — In T H 
UzzELL, Narrative Technique^ p 292 

It IS useful for an amateur writer to look at his writing habits, 
especially to find the stages that he does best and enjoys most, and to 
find the stages that give him difficulty Realizing which these last are 
(and something of the feelings that accompany them) will show 
where to work for improvement One student m a composition course 
diagnosed her case this way 

1 General interest in some subject 

2 Collecting and reading material or concentrated thinking — expansion 

3 Rest 

4 Deducing some idea 

5 Attacking it any way, some way — to get a start 

6 First draft Bad, very bad All sorts of irrelevant ideas crop up No 
sense to anything Despair absolute 

7 Dutifully hanging on to some thread 

8 A sudden inspiration New viewpoint of the whole thing 

9 Shaping an outline 

10 With outline in mind and in sight beginning fresh copy 

II Gradual and painful progress Matter of discrimination Pulling m 
all relevant material Arranging material so that it will bear upon 
a POINT Translating into language my deductions 

12 Finally an end 

Am in habit of thinking slow (perhaps chaotically) — writing slow — and 
usually get stuck at points #5 and #6 — and very often cut the whole process 
off right there — result all sorts of blasphemous statements 

Whatever your present writing habits, a more ‘detailed discussion 
of the typical activity and of some common problems of each stage 
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may help you prepare to attack your own writing tasks with confi- 
dence and a sensible program of work. 

1. The writer's background 

You don’t start writing any paper from zero, and though your back- 
ground may not be exactly a step in writing, it is so fundamental that 
It must be considered Certainly your general attitudes and ways of 
thinking, as well as the words and habits of expression that you have 
accumulated, will be put to use in writing any given paper Out of 
this background, of course, comes the entire material for a good many 
papers — accounts of earlier experiences in school, in sports, with books, 
with people, from travel, hobbies, jobs. From it ought also to come 
your point of view — the way you look at your subject — without which 
the paper is likely to be impersonal and dull Finally, from this source 
should spring naturally some individual words and personal phrases, 
illuminating figures of speech and illustrations, incidents, informa- 
tion, bits of color and life that can contribute to the main subject in 
small but important ways Your background contributes to every 
stage in writing a paper 

Your background is steadily growing and the value of new experi- 
ences and ideas can be increased if, combing your memory, you bring 
to light half-forgotten experiences and enthusiasms, consider past and 
present together, and bring your whole mind to bear on your writ- 
ing If you do this, your papers will sound as though they were writ- 
ten by a living person, not by an automaton, and they will, further- 
more, sound as though they were written by you, not by anyone else. 

« 2. Focusing on a subject 

The first step m producing a particular piece of writing is to focus 
your attention upon some field of knowledge or experience, or upon 
some definite topic. This is done almost automatically when you de- 
cide to write a letter to someone — Mother, Father, Fred, or Janet A 
great deal of the writing in the world is assigned or so closely con- 
trolled by circumstances that the writer has relatively little choice In 
college some topics are assigned and must be made the best of, but 
usually you have a list from which to choose, or you are assigned a 
specified type of paper for which you can select the exact content. If 
you make yourself write on a distasteful subject, you have handi- 
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capped yourself at the start So far as possible take subjects that you 
do or could or would like to talk^ about 

2a. Subjects from the writei^s experience. Your experience, no 
matter how limited it may seem to you, will have some elements that 
are not common to everyone, and at any rate the parts that really in- 
terest you can be made interesting to others, in writing as in conversa- 
tion Your family, the people you have known either as individuals 
or as groups or types, your school experiences, vour jobs, hobbies, 
sports, the places you have lived in or visited, your opinions and ideas, 
all offer material It will be useful early in a composition course to 
think over your more interesting experiences and make notes ot those 
that are promising for future use in papers 

Often in college your choice of subjects for writing should grow out 
of your desire to extend your experience, to know more than you do 
about something in history, literature, economics, biology, wherever 
your interest has been aroused Except in course papers that call for 
routine summaries of material, choose a sub]ect in which you will not 
be merely hashing over some stereotyped material or just rewriting 
something you have lead Take a subject to which you can make some 
contribution, no matter how small, in attitude or opinion, in illustra- 
tioiiWyipplication drawn from your experience 

IbT Subjects for investigation. A good many subjects, espe- 
cially those dealing with jobs and various social situations, can be m- 
\estigated by a little reporting — going somewhere to observe, talking 
with someone When the paper is to be based on reading, you should 
choose a subject that you have some curiosity about, that you have 
some reason for wanting to know about, so that you will feel you 
are learning something worth your attention as well as preparing a 
paper Everyone would like to know more about scores of subjects 
that corne up in conversation (What is the SEC^ a sharecropper 
electronics the most successful activity of the United Nations^) or 
that have been touched on briefly in a college course There are the 
whole fields ot history, of science, of literature, of social organization 
to choose from 

2c. Limiting a subject. Sometimes a writer chooses a subject that 
is too small for the length of paper he is attempting, so that he has to 
build It out by going into trivial detail or by touching on closely 
related matters But ordinarily students choose subjects that are much 
too large College papers are short; even one of 1000 words would 
fill only one newspaper column, or be a quarter as long as the typical 
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magazine article, or a little over two pages in this book. The purpose 
of a paper is to enlighten a reader, to give him some special informa- 
tion or ideas, not just to remind him that the subject exists Choose 
a topic that can be handled adequately in the length expected There is 
not much point in writing 1000 words — or even 5000 words — on Ben- 
jamin Franklin, but something could be done in a short paper with 
some phase of Franklin’s career, his work as postmaster general, his 
part in the founding of the University of Pennsylvania, his relations 
with other statesmen, his life in Pans, or perhaps with an attempt to 
sketch from his letters the great number of things he worked on in a 
single year. Similarly “education” or “labor unions” or “Sinclair 
Lewis” or “dress designing” are not subjects but fields, within which 
a great many possible subjects he. 

Once your attention is fixed on a subject, the material already in 
mind begins to gather and to help you foresee what other information 
may be needed and where it may be found For long papers a work- 
ing bibliography of books and articles that may be of use is part of 
this preliminary analysis Sometimes the subject cannot be definitely 
narrowed down until after some material has been gathered. Often 
considering the needs or interests of your readers, whether they are the 
members of your class or some other group, will suggest a portion of 
a field that you can profitably treat. If you are not sure exactly what 
the aim of the paper is, try to define it in a sentence or two, or in a 
question that will be answered by the paper This will give you 
something to tie to in the later stages of work 

Considering the possible knowledge and interests of your readers 
is especially necessary in treating well-known or commonplace sub- 
jects. It is not enough to take a general subject like “Learning to Drive 
a Car.” You have to consider “In these days when almost everyone 
knows something about automobiles, what can I write that may pos- 
sibly be of use or interest to some readers-^” The result of such a 
question would probably be a narrowed and more specific subject 
based on some of the material, perhaps coming down to “Learning the 
Traffic Regulations” or “Preparing for Winter Driving.” Lack of 
some such exact sense of the topic is the cause of many failures 
in writing. 

At the end of this stage you should know pretty definitely what 
the paper is to be about and have some idea of how and where you 
will get the material that is to go into it. Obviously the earlier you 
decide these questions, the more time you will have for the later stages 
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of the paper. It is too late to decide what you will write about when 
you sit down to put words on paper, and waiting for a subject to 
come to you then wastes valuable time and is completely discouraging. 

Focusing early on a subject that interests you and that you believe 
can interest your readers makes the later stages of the writing process 
easier and the final result worth while. < 

3. Gathering material 

The material for letters and short papers on personal experiences 
seems to come spontaneously, but often even for this writing a little 
time given to jogging the memory may be well spent By far the 
largest part of the time given to the composition of more elaborate 
papers will be spent m assembling material Scientific and scholarly 
works may represent the accumulations of an author’s lifetime. This 
stage IS the most likely to be neglected by a writer in a hurry — and he 
may wonder why he has trouble in writing a paper when the simple 
reason is that he hasn’t the material to put down 

Material comes from memory, from observation (reporting) and 
experiment, from interviews with people, from reading and study, 
from reasoning and speculating on what one has learned in all these 
ways, and from imagining scenes and actions, as for stories. It is hard 
to direct one’s memory — though thinking about some past experience 
for a time, then later recalling it again, and so on at intervals, often 
brings back details that at first were forgotten Similarly the bits of 
action for a story can be built up by thinking at frequent intervals of 
the imaginary people and actions, each time adding some details 
Sources of material outside the writer’s mind can be more con- 
sciously worked, and skill in handling them can be cultivated. In par- 
ticular a person’s command of the direct sources of original material — 
observation, experiment, interviews — can be greatly improved by atten- 
tion and by practice A writer’s chief distinction often comes from small 
bits of information which he has picked up from his own observation, 
and the interest and value of many papers rest on the amount of first 
hand detail they carry The technique of research in laboratories and 
in documents and books has been developed by scientists and scholars, 
and one of the functions of higher education is to teach the methods 
of research. (See Chapter 13, The Reference Paper ) 

Very little of importance can be written without some interpreta- 
tion or opinion concerning the “facts” assembled, and for critical 
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papers in any field these reflections become the central mateiial Opin- 
ions are by definition less certain than facts, but they can be well 
grounded in specific information. Common sense and practice in mak- 
ing interpretations and judgments, as well as training in logic and in 
the methods of various college courses, can improve the reliability of 
your evaluations and conclusions. At any rate, reasoning and specula- 
tion supply an important part of the material of wilting 

For short papers on simple and familiar subjects, of course, the 
material is carried in the writer s head, though often scratch notations 
are a help — they keep items from slipping away Voluminous and 
complex material needs a body of written notes 

4. Evaluating and selecting the material 

Since the material when assembled is of varying reliability and of 
varying importance for the particular paper to be written, it should be 
gone over, sorted, and evaluated. This is a stage for questions If your 
paper is based on personal experience, you may ask if the incidents 
selected are striking and meaningful If your paper is based on read- 
ing or research, you will need to ask Is this statement accurate^ Is 
this book reliable — in its facts, in its reasoning? Have I enough ma- 
terial for the paper proposed? Have I tried all the best souices? Can 
1 get more material by talking with someone? Have the important 
phases been covered? Which are the most important facts and con- 
clusions for my paper? Which are of secondary importance? What 
is of most interest and possible importance for my readers? 

It will help you in visuali/ing the paper as it will finally stand if 
you compose a definite statement — not a title, but a sentence- of the 
subject as you see it after the material has been gathered and thought 
about Suppose you are a ham radio operator and are to “write about 
it ” Several different papers could be written in this general field 
You could describe various types of equipment, building your own 
equipment, the legal regulations and procedure of getting a license; 
CW vs. phone communication, the abbreviations and language of 
ham operators; transmitting as a hobby; its interest and occasional 
usefulness; and so on. There might be a temptation to say a little 
something about all of these and so run the risk of being so general 
that you would tell your readers nothing new you shouldn’t try to 
cover the field unless the paper is to be very long. A sentence state- 
ment would record your choice among the possibilities It might be 
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“Government regulation of amateur radio protects both the public 
and the ham operator ” Such a statement, when considered along 
with your knowledge of the subject and of the interests of your 
readers, goes a long way toward helping you decide what material 
belongs in the paper. 

In making this survey of your material, it is helpful to sort out 
essential points that must be included and contributing points that 
may be used or not, perhaps for illustration, depending on arcum- 
stances in the actual writing 

The result of this stage should be a sifted body of material with 
which you are thoroughly familiar, brought in line with the purpose 
of the paper, and selected after considering its accuracy and importance 
and interest for your purpose 

5. Planning the paper 

While you art criticizing and selecting the material your paper is 
to present, you are thinking about the order in which the various 
points should probably stand The plan — whether an idea in mind, 
some scratch notes, or a formally prepared outline — is a record of the 
order in which you expect the material will be arranged. Here you 
begin to face the reader directly, to consider his expectations, and 
to see how they can be met 

Primarily the plan grows out of the material you have to present 
You get ideas for planning a paper as you gather material, and you 
probably make one or perhaps several tent.itive outlines while \ou 
are accumulating it, and certainly while you are selecting and evaluat- 
ing it These may show gaps in the material that you need to fill in 
A narrative paper can be planned early, since all that is required is 
for you to visualize the climaxes or incidents that will divide it into 
stages But drawing up the actual working outline of an expository 
paper, or revising a tentative outline to use as the working plan, is a 
relatively late stage in the writing process 

After you have reviewed and selected the material to be presented, 
the next step is to see the material in a series of blocks or stages 1 he 
real process of composing is gathering ideas together, grouping them 
so that a reader can follow easily If it isn’t easy to see what the mam 
topics are, try listing the various small bits of niaterial and putting 
the ones that have something in common side by side or in columns 
or on separate sheets of paper. Some people are helped by drawing 
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squares on a sheet of paper and putting similar or related matters in 
the same square. 

The labels over these squares or the main steps you have' seen in 
the material are the mam heads of a plan or outline Typically a 
paper will have from three to five mam stages or heads within the 
outline A paper with only two is likely to break m the middle^! unless 
It IS very short On the other hand, a fairly short paper with five or 
more heads probably would be overdivided In a paper of 1500 words 
or so, five points would average only 300 words apiece — and 300 words 
does not say very much Even magazine articles of 6000 words rarely 
have more than five or six mam divisions. Any outline of more than 
five mam heads should be examined carefully to see if the material 
has really been put together or if perhaps too much isn’t being at- 
tempted for a short space 

The small special points of the material can next be arranged under 
the mam heads to which they belong Sometimes these points will 
m turn form several natural groups, which will stand under sub- 
heads m the outline 

After the mam blocks are determined, their order can be decided 
on There are two principal general plans for expository papers 
One, which may be called the order of support, begins with a gen- 
eral statement of the subject or idea, which is then developed m a 
series of specific supporting blocks The other, the order of climax, 
begins with a specific fact or situation and then goes on unfolding 
the subject until at the end it stands complete The first is more com- 
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mon in developing scientific and technical subjects and opinions that 
are methodically substantiated, the second is more common m popular 
and informal papers. Whichever plan you follow, the last part of 
the paper should be more important, meaningful, intense, or mter- 
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esting than the preceding — it should make the point you want the 
reader to get as the most emphatic Since most of your papers will 
be informal, try to see each as a series of waves of increasing height, 
that IS, of increasing value, not necessarily of increasing length The 
beginning has the double duty of attracting the reader’s interest and 
getting him really into the subject The last point is the one he is 
to carry with him (See Chapter 7, § 5, “Beginning paragraphs,” and 
§ 6, “Concluding paragraphs ”) In between, the topics can be ar- 
ranged according to any reasonable plan that will advance the subject 
The plan that this examination of your material gives can then 
be compared with your notion of the perfect paper on the subject or 
with somebody else’s idea of how the paper should go — just as a 
check on the judgment you have shown 

Some written notes, though they do not have to be a formally num- 
bered outline, will be a great help in the actual writing In fact a 
good working plan will remove most of your worst worries, for 
there is nothing more discouraging than to have to pause in the middle 
of rapid writing to wonder if a certain point really goes there. But it 
IS necessary to remember that a paper cannot always be completely 
visualized ahead of writing, that any preliminary outline is a work- 
ing plan — the best way you can see to lay out the material before you 
begin to write Even the most perfectly numbered outline should be 
changed in the process of writing if there is good reason to change it 
After the paper is written, the outline should be adjusted to the 
actual development of the paper if it is to be made a part of the sub- 
mitted manuscript, and it should be cast in one of the standard forms 
described in the Index article ^Outline form 

6. Writing the first draft 

Of course some writing has been going on in the last three steps, 
but actual consecutive writing ordinarily takes place as the sixth step 
in developing a paper If the preliminary stages (whether they took 
only a few minutes of concentrated thinking or weeks of reading and 
study) have been well done, the writing should be free from worry, 
perhaps even a pleasure 

Most papers that a person is taking seriously need to be written 
out in a first draft and then revised and written over After the ma- 
terial has been gathered and a plan made, either in rough notes or in 
an outline, you can concentrate all your energies on expression A 
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long paper can be broken up into stages and each stage concentrated 
on and written more or less by itself. This removes the strain of try- 
ing to keep a great deal of material in mind at once If the writing is 
done at various times you should read over what you have previ- 
ously written before continuing 

You shouldn’t wait too long to get an ideal opening — this is really 
a sort of procrastination The paper must be started some way if it 
IS to be written, so that it is better to make a tentative start, the best 
that suggests itself at the moment, and change it later if necessary. 
After a few pages you will find that you are writing better, and many 
times a good opening will be found by simply crossing out the first 
paragraph or two. 

For most people the first draft should be a rather rapid writing 
down of the material of a paper The paper will have more life and 
will represent your sense of your material more closely if you write 
It rapidly than if you pause to perfect each sentence before going on 
to the next. Don’t stop to look up spelling or to check mechanics as 
you write the first draft, but save a little time for revising so that you 
can tend to such small matters m one operation after you have written 
the paper. Leave plenty of space in a first draft between lines and 
paragraphs and in margins to allow for this working over 

It is probably best to make the first draft a full telling of your 
material, since it is always easier to take our unwanted matter than to 
fill in topics that have been done too sketchily 

Besides a good stock ot material, the feeling of being leady to write 
IS the best guarantee of a good paper This is the prime result of 
careful work in the early steps. 

7. Revising 

Few people work so precisely that their first draft will represent 
the best they are capable of Freed from the problems of actual com- 
position, you can go over youi work and bring it up to a desired stand- 
ard. This criticism and reworking should bring the paper to an ac- 
curate expression of your view of the subject and prepare it for a 
reader. 

In revising, the writer takes the point of view of a reader or critic 
as far as he can and looks at his work to see how it will read or, if it 

15 a speech, how it will sound. This means testing for material, for 
plan, and for style and the mechanics of writing. 
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7a. Material. A check for material is necessary to make sure that 
enough has been put in the paper to gain its intended purpose. Occa- 
sionally there will be too much included, but not often. Usually the 
writer is so familiar with the topic that he forgets to put in enough 
details H) inform or interest the readers The first questions then are, 
Is the material complete enough for my purpose^ Does it need more 
examples, details ? Do the facts given need more interpretation ^ The 
accuracy of the statements should be checked, if the writer is un- 
certain about anything, the uncertainty should be acknowledged by 
words like perhaps^ probably^ I thtnl{. The interpretations and opin- 
ions should be examined once more for their reasonableness and 
convincingness 

Trying to take the reader’s point of view will result in sounder and 
more illuminating papers A writer should always think. Would I 
like to read this paper ^ Could I profit from reading it? 

7b. Plan. Reading the almost completed paper will test its plan 
Is space wasted at the beginning? Will the first lew sentences appeal 
to a reader and make him want to continue? Is it clear what the 
subject is from the beginning (or near the beginning) ? Is the sub- 
ject advanced by clear-cut stages, and is the relation between one 
stage and the next clear? That is, can a reader pass from one para- 
graph or group of paragraphs to the next without losing the thread ? 
A paragraph which sounds like a new stait, sounds as though nothing 
has been said already, obviously needs attention Does the conclusion 
leave the reader with the point the writer wants him to carry away? 
Is It distinctively written ? Many times irrelevant matters are brought 
in at the last, or the writing goes flabby or shows signs of haste The 
beginning and ending of any paper need special attention in revision 

7c. Mechanics and style. Finally the paper should be examined 
for the small matters that can so easily mar what is fundamentally a 
good job Are the sentences direct and effective? Is the style fairly 
consistent, that is, either dominantly formal or informal, the collo- 
quialisms (if there are any) appropriate? Is there any deadwood to 
be removed? Are the words as exact and meaningful as possible? 
Finally, the accuracy of spelling, punctuation, and other mechanical 
matters should be checked 

Reading a paper aloud is a particularly good investment of time 
In reading aloud the writer must read more slowly than in silent 
reading and not only will catch unhappy phrases and sentences but 
also will see more of the details, especially of punctuation and spell- 
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ing. A person who makes a good many mistakes will sometimes fin 
them more surely if he reads with a pencil point running just belo’ 
the line of writing to help keep his eyes focused It is a good ide 
for a writer to give a paper a special reading, looking just for h 
known weaknesses — the joints between paragraphs, or spelling, c 
meaning of words, or whatever he has been criticized for Such coi 
centration in revision will go a long way toward clearing up speci* 
difficulties. 

A good dictionary and the Index part of this book should be esp< 
cially useful in revision, since they will help answer many particuk 
questions 

On page 19 is the beginning of the first draft of the radio speec 
given by Franklin D. Roosevelt on the evening of April 14, 1938 ^ ] 
shows the care with which a writer revises his copy and how a speec 
or an article may grow in revision. Some of Mr. Roosevelt’s change 
are stylistic, as when he changed the formal and distant ‘'to add cei 
tain observations by way of simplification and clarification” to “t 
talk with you about them,” or when he changed the abrupt “has r< 
ccived a setback” to “has received a visible setback.” 

Others are elaboration of points Between the original first an 
second sentences he made an addition (indicated hy A 1) oi two bric 
paragraphs on the appropriateness of his theme to Holy Week, enc 
mg “. . . and that it is not inappropriate to encourage peace whe 
so many of us are thinking of the Prince of Peace.” This adds 
note of feeling and leads indirectly to the mam topic Other change 
are m the direction of accuracy, as the “six” to “seven,” and othei 
are defensive, as changing “Spring of 1933” (when he was President 
to “beginning of 1933” (when Herbert Hoover was still m office] 
Insert B, about 200 words, elaborates and makes more personal th 
reasons for the government’s delay in undertaking relief measure 
and includes the material crossed out at the bottom of the page : 

But I know that many of you have lost your jobs or have seen your frienc 
or members of your families lose their jobs, and I do not propose that th 
government shall pretend not to see these things 
I know that the effect of our present difficulties has been uneven, th< 
they have affected some groups and some localities seriously, but that the 


^This speech will be found m newspapers of April 15, 1938 There is a discussio 
of the style of this and others of Roosevelt’s speeches by S T Williamson in The Nei 
York, Times Magazine of May 1, 1938 Elmer Adler, Breaking into Print (New Yorl 
1937), reproduces a number of manuscript pages by well-known writers, showing the 
revisions 
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draft #I 


Five months have gone by since I last spoke to the 
people of the Nation about the state of the Nation. Five 

A 

years ago we faced a very serious problem of economic and 


social recovery. For four and a half years that recovery 
proceeded apace. It is only in the past months that 


it has recf'ived 


a setback, if ^ 


This recession has not returned us to the disasters 
and suffering of the SfiMiig of 1933« bOt it is '^rtena 


^oday p sent a Message of far-reaching importance 
to the Congress. I want to read to you tonight certain 


passages from that Message, and to 


lifi nrrtrln iTin^nrnriins ^ 


by way of simplification. 


Q^h of you is conscious of some aa^ct of the 


present recession, xV^s affected a^e groups and some 


localities seriously, it has^tf&eiw^scarcdly felt in others* 


And let us agree at thr outset that this reH^ion is not 


to bo compared l^fundament^ seriousness with the gi^t 


depression of 1929 to 1933. 


The beginning of the first draft of the radio speech given by Franklin D Roosevelt. 

April 14, 1938. 
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have been scarcely felt in others But I conceive the first duty of government 
IS to protect the economic welfare of all the people in all sections and in all 
groups 

The page offers an excellent example of revision that improves 
style, adapts the material and the presentation more definitely to the 
audience, and carries out the writer’s purpose more accurately. 


8. Preparing the manuscript 

The final step in writing a paper is preparing the manuscript for 
another person to read. This may be simply making a fair copy of a 
first draft, or, as in research papers, it may involve footnotes and a 
bibliography Whether it is a letter, a class paper, or an article or 
book for publication, the aim is the same, to make a manuscript that 
reads easily and represents the writer’s decent pride in his work 
8a. Materials. The materials for copy have now been pretty well 
standardized Paper 8^1 by 11 inches is almost universally used, ex- 
cept in legal documents For longhand copy the conventional “theme 
paper” having lines about half an inch apart is best Odd sizes do not 
handle or file well, and narrow-lined notebook paper makes hard 
reading For typewritten copy use a fair grade of bond paper Cer- 
tainly using paper that allows the writing to show through is discour- 
teous to readers Handwritten manuscripts should be in ink Pale 
ink is often illegible, and colored inks are regarded by many as in bad 
taste; black or blue black is the best. A good black typewriter ribbon 
and clean type make a readable typed page 

8b. The page. (1) Leave comfortable margins on all pages A 
good right margin not only will injprove the looks of a page but will 
reduce the number of words that have to be divided at the end of 
lines An inch and a half at the left, an inch at the right, an inch and 
a half at the top, and an inch at the bottom are typical margins Very 
short papers should be centered on the page. 

2) Typewritten copy should be double spaced. An extra space can 
be left between paragraphs but is not necessary. More useful is an 
extra line left between the mam stages of a paper. 

3) In longhand copy the ascenders and descenders of letters like 
h fy S should not be allowed to cut across letters on the line above 

or below, and letters easily confused (^-o, n-u) should be made 
clearly. The letters of a word should be held together so that the 
reader’s eye can grasp the word at a glance. 
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4) Paragraphs are indented about an inch in longhand and from 
five to eight spaces in typescript. 

5) Only one side of the sheet should be used. 

6) Pages should be arranged in their proper order (it is surprising 
how many times they are not in order), and pages after the first 
should be numbered, preferably in the upper right hand corner and 
in Arabic numerals (2, 3, 4) 

7) The title should be centered on the top line in longhand manu- 
script and about two inches from the top m unlined paper and the text 
should begin about an inch below On lined paper leave the line below 
the title blank A title should not be underlined or set in quotation 
marks unless it is an actual quotation No end punctuation is neces 
sary unless the title is a question or exclamation Since the title is not 
a part of the body of the paper but is rather a label put upon it, the 
first sentence of the text should usually be complete in itself and not 
refer back to the title by a pronoun (See ^Titles of themes.^) 

8) Common practices that should be avoided are (a) Indenting 
the first line on a page when it is not the beginning of a paragraph; 
(b) Leaving blank part of the last line on a page when the paragraph 
is continued on the following page, (c) Putting punctuation marks, 
othei than quotation marks, at the beginning of a line. A mark 
belongs with the word that it follows, not at the beginning of the 
next construction 

8c. Endorsing manuscript. Manuscript to be submitted for pub 
lication carries the writer’s name and complete address in the upper 
left hand corner of the first page 

Most course papers in college are folded vertically and endorsed 
near the top of the outside front fold, as the instructor may direct. 
Most teachers want to have available* 

Student’s name 

Topic, title, or assignment of paper 

Date submitted 

Other facts, such as the number of the paper, the name and section 
of the course, or the instructor’s name, may be put below these three 
lines Clear and uniform endorsement is a real convenience to the 
teacher who must handle the papers. 

If the papers are to be handed in flat, this endorsement should be 
on the back of the last sheet or on a special title page as the teacher 

^ Starred items are discussed in the Index part of this book 

PREPARING THE MANUSCRIPT 21 



directs. Sheets should be held together by paper clips that can be 
slipped off, not by fasteners that pierce the paper or by pins, hair- 
pins, or string 

8d. Corrections in copy. The final copy should be made as 
accurate as possible, but later corrections are sometimes necessary It 
there are many or if they are complicated, the page should be done 
over. If they are relatively small, involving only inserting a letter or 
a word, or substituting a single word, they can usually be done neatlv 
without damaging the page 

Words that are to be struck out should have a line drawn through 
them (Parentheses have other uses ) Words to be added can be 
written in the margin or between the lines, and a caret ( /^) inserted 
at the place where they belong 

The goal is a clean, legible copy that can be read by another Read- 
ing this final copy aloud rather slowly will be a good last check to 
make sure that mistakes have not slipped m in the copying 

9. From manuscript into print 

The manuscript form is the final state of most college writing, but 
some of the papers in composition courses find their way into campus 
periodicals Anyway, since the goal of much writing is publication 
and since a college graduate is almost certain to write something that 
will see publication of some sort, he should know something of this 
last stage It may be merely a final check preparatory to mimeograph- 
ing or some other informal sort of publication Or it may be an elab- 
orate process of editing, revision at the suggestion of an editor, and 
proofreading, before the words are finally published. (See *Proof- 
reading, ^Submitting manuscripts, *Tvpe ) 

10. Craftsmanship in writing 

Perhaps our sketch of the writing process doesn’t seem to pay much 
attention to the gliding of the pencil on paper or the click of type- 
writer keys The actual work of putting words on paper is a result 
of other effort and its success depends completely on the earlier steps 
The ideal of a writer at each step and in the activity as a whole can 
best be put in terms of the craftsman’s ideal, of handling tools and 
materials well The materials m writing are the facts, opinions, ideas, 
imaginings, and feelings that you want to put in readable shape for 

22 THE ACTIVITY 01* WRITING 



others The tools aie the words and constructions of the English 
language The materials tor the most part he outside the scope of 
this book, which presents a description of the tools and some sug- 
gestions for their handling 

In handling these tools we can’t do better than stress the crafts- 
man's ideal of good materials worked upon honestly with the right 
tools Sherwood Anderson presents this ideal as it applies especially to 
writers of fiction but in a way that can be extended to all writers 

Consider for a moment the materials of the prose writer, the teller of tales 
His materials are human lives To him these figures of his fancy, these 
people who live in his fancy should be as real as living people He should 
be no more ready to sell them out than he would sell out his men friends 
or the woman he loves To take the lives of these people and bend or twist 
them to suit the needs of some cleverly thought out plot to give your readers 
a false emotion is as mean and ignoble as to sell out living men or women 
For the writer there is no escape, as there is no real escape for any craftsman 
It you handle your materials in a cheap way you become cheap The need 
of making a living may serve as an excuse but it will not save you as a 
ciaftsman Nothing will save you if you go cheap with tools and materials 
Do cheap work and you are yourself cheap That is the truth — Sherwood 
Andlrson, The Mode ) 77 Wftte), p 39 

This applies equally to writers who may be simply reporting what 
the\ have seen or sketching their ideas or giving their opinions 

In many of the pages that follow we may seem to be rather far 
from ideals But in discussing the meaning of words, the patterns of 
English phrases, even relatively mechanical matters like punctuation 
and spelling, our motive is to help you present your materials more 
effectively, to help you m )our work as a craftsman in writing to 
sat' sty the craftsman’s ideal of a good )ob well done 


Suggested study and writing 

These exercises are to acquaint you with successful and unsuccess- 
ful features of student writing, to give you opportunity to analyze 
\our own writing habits and needs, and to help you select topics and 
gather material for writing papers The first three exercises may be 
used for classroom discussion, exercise 4 for preparation and discus- 
sion in individual conferences, exercises 5, 6, 7, 8, 9, and 10 as the 
basis for writing assignments 

1 . The following student themes are explanations of activities 
about which the writers had special, first hand knowledge Read 
each paper through once to get a general impression of its material 
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and arrangement. Then using the correction symbols in the Index 
of this book, make a list of all the ineffectual passages or errors that 
you find — spelling, punctuation, diction, repetition, sentence structure, 
paragraphing, or anything else that you think might be improved. 
Identify the passages by the line numbers, as in the first paper* 

Line 5 succesful Sp Correct successful 

When you have finished your lists, write a statement commenting on 
the successful as well as the unsuccessful qualities of each paper. 
Which papers do you think are too long, too short, or perhaps too 
technical for a general classroom audience^ Is the writer’s background 
in each instance adequate for the activity he is explaining^ Is his 
paper well organized, or does it bear signs of hasty revision Assign 
grades to the papeis to show your opinion of their relative merit, 

1 Breaks Your Own Hotse 

1 There was a day when horse-breaking was a simple, everyday affair \1I 
s you needed was a horse, saddle, halter and buckrein, or hackamore, and 
8 enough courage to climb on However, limes have changed, the methods 
4 of horsebreaking have changed with them There are seve;ral methods now 
8 in use, but this is the one I have found to be most succesful 

6 The best time to start breaking a horse is while he is still a colt, not over 

7 three or four years old, although a horse older than this may be bioken, 

8 but It is much more difficult If the horse has been raised in a barn this 

9 first step has probably been completed, but if it is a range pony the first step 

10 in his training is breaking him to lead and gaming his confidence Never 
u yell or make any quick movements around a green horse for it is all new 
12 to him and he’ll scare easily Talk to him in a low gentle voice and pet 
18 him around his neck and shoulders To break him to lead, take an extra 

14 piece of rope and run it around his rump or around a fore-foot and pull on 

15 this rope and the halter lope at the same time If you run the rope around 

16 his rump don’t pull too hard or he may be on top of you before you know 

17 whats happening Never use a halter rope alone when your first breaking 

18 a horse to lead because he’ll )ust pulf against you, and you’ll have a hard 

19 time breaking him of this habit 

20 After the horse leads well, the next step is breaking him to the bit The 

21 best type of bit to use for this bitting up is a broken snaffle or a straight 

22 buggy or work bit This part of the training aquamts the horse with the 
28 feel of the bit in his mouth, and the horse will hold his head up where it 
24 belongs when you start to ride him To bit him up tie the reins to the 
26 saddle, or driving harness is used, and apply a small amount of pressure 
26 against the bit Leave this on for about fifteen minutes the first day, half 
in an hour the second day, and so on until it can be left on for about two 

28 hours a day 

29 After the horse has been bitted-up for about a week it is time to start 

80 ground driving him This is to tram the horse to stop and turn m each 

81 direction A driving harness may be used for this but I prefer a saddle, be- 
88 cause the horse gets use to the saddle and the flapping of the stirrups, and 
88 it makes things easier when the time comes to ride him If the saddle is 
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34 used It IS wise to attach a ring, at least one inch m diameter, too the dee 
S'-, ring on each side of the saddle, and run your reins through these They will 

38 keep the reins free from the saddle, and pressure will be applied from the 
37 proper direction You should also have a pair of reins about thirty feet long, 

83 a buggy whip, and a circular corral about fifty feet in diameter 

39 If you don’t have leather reins a length of clothesline will do, and if a 

40 circular corral is unavailable a square one will serve you just as well Drive 
.1 the horse in a walk, trot, and lope, stopping him now and then to reverse 
4-» his direction 

43 After the horse has been ground driven for a week it is time to mount 

44 and ride him I prefer to ride a green horse snubbed the first two or three 

45 times, for, although he should be used to a saddle by now, the extra weight 
48 of the rider and having a man on his back may cause him to buck, and I 
47 believe a horse is better if he doesn’t know what a buck is Also, you should 
4s mount and dismount several times at the beginning and end of each ride to 
4j get him use to it 

so After the third day it is safe to ride him unsnubbed, and it is time to 
51 concentrate on his reining again The ground driving was the ground work 
62 for this part of the training When the horse becomes so bridle-wise that he 
63 1 esponds to a gentle pull on the reins it is lime to break him to neck-rein 
64 1 he easiest way to do this is to cross the reins under his neck This will 
65 cause pressure on the bit as well as his neck at the same time, and he will 
08 soon associate the two and the reins may be uncrossed 
67 If a person has a slight knowledge of horsmanship, and a great deal of 
Gs patience, and follows these directions it is not at all difficult to break a horse 
6* to ride, and the personal satisfaction of riding a horse you have broken 
60 > ourself IS well worth the time and effort used in the process 

2 Whaling Processes 

1 Most people do not know anything about whales and the whale industry, 

2 but as the whale oil is rather important in the chemical industry, I would 

3 like to introduce the whaling piocesses very briefly to you as it is now in 

4 leeland 

6 For capturing whales we use steam boats, 150 to 200 tons in weight They 

6 are provided with a harpoon gun in the bow The gun looks similar to the 

7 big machine guns which, in the last war, were used on corvettes and 

8 small armed ships The haipoon is put into the barrel, and to it is tied a 

9 500 fathom rope, 2 inches in diameter The ship goes to the ground on 

10 which the whales are expected to be, and there the crew searchs for a 

11 whale Usually the whales are under sea level for 15-20 minnits Then 
1 - they come up to breath This they do two or three times with a short inter 
u val, but then they go down again When the crew hears the first exhale, 

14 they try to see the whale and in what derection it is going Then they turn 

15 the boat into that derection, and when the whale exhales the next time, 

18 the gunman tries to harpcxin it If the harpoon hits, the whale usually takes 
17 the boat for a wild ride, unless the backbone is broken It can take up to 
13 8 hours to exhaust a whale, but sometimes they are killed instantly When 

19 the whale is dead, it is taken alongside the boat and towed in to the factory 

20 The factory, usually, is a low house with a flat roof, 100 feet long and 60 

21 to 70 feet wide On each side of the roof there are openings to the boilers 

22 which are underneath Each boiler takes up to 25 tons’ of meat and bones 

23 Near the openings to the boilers are winches that are used to help in cut- 

24 ting the whales and also to drag the meat and bones into the boilers 
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X When the whale has been towed up to the roof, the land crew begins 
cutting It into pieces small enough to be handled easely First they skin 
in the whale They begin on the head where they hook in a wire and then 
S 8 tear the hide off with a winch Usually the hide is taken off in four long 

39 pieces Then the head is cut off For that purpose a powerful winch is used, 

30 for the tendons that lead to the head are very strong, and it is difficult to 

31 cut them Next the back muscles are cut off They are the only muscles 

32 that are eaten From a medium sized whale, 70 to 80 feet long, the meat 

33 of the back muscles weights 12 to 15 tons When this has been finished, 

34 the thorax and the abdomen are opened and the organs in there are taken 
86 out Now the most difficult job is left e g to disjoint the backbone and the 

36 ribs As the bones are very large, winches have to be used to make it pos- 

37 sible to disjoint them In some cases it is possible to use a large steam saw 

38 to saw the bones, but, for the most part, the steam saw is used to saw bones 
36 that are too big to go down into the boilers 

40 Now the whale has been cut, and down in the factory the boilers are cook- 

41 ing the meat and the bones As they cook they rotate and grind the bones into 

43 small pieces From the boiler the products goes into a press that presses 
48 out most of the moisture The fat is separated from the moisture by cen- 

44 tnfuges, but the pressed product is dried and ground into meal, which is 
46 used for cattle fodder and also for fertilizer 

3 It's Not as Bad as You Might ThtnJ^ 

X Most people have seen an auto-trailer, but because the majority have ne\ er 

2 lived in one or have never even had a good look at the inside of one, the 

3 feeling is that they contain only a few things, and that only those who have 

4 little money ever travel in them In attempting to clear up or correct this 
6 erroneous thinking, I will try to paint a picture of the inside of one of these 

6 streamline covered wagons, and then give some of the benefits derived 

7 from owning one 

8 Using as an example a trailer that sells for about three thousand dollars 

9 we’ll see what they jam into this small space In the rear, immediatclv after 

10 coming through the backdoor, wc would find the kitchen, a unique ariangc- 



u ment in that everything is in an arm’s reach There is no walking from one 

12 Cupboard to another or back and forth from the sink to the stove, as is 

13 necessary in most houses In a trailer everything is compact, and yet all the 
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li kitchen necessities are there We find a table-high combination cooking and 
15 heating stove across from the porcelain sink On the walls are cup-boards, 
irt and two twenty-gallon steel water tanks are stored away m the rear wall To 
ir the right of the backdoor, small I will admit, is a toilet, but although there is 
M a mirror and a shelf m the room also, there is no wash basin, for the sink in 

19 the kitchen is used for bodies and dishes alike The modern trailers will 

30 have a small electric refrigerator, however you’ll still find many that have 

31 only a box-like affair that uses ice 

22 Coming foiward a little we will find a compartment, comprised of closets 
33 and pullman seats, that is used as a sitting-room in the daytime This same 
24 room, during meals, can be converted into a dining-room by moving the 
sjr seats forward and by pulling down a table which lies flat against the wall 
M that separates this room and the kitchen These seats make up into a six foot 
2 T double-bed, as does the studio couch that is in the next compartment Both 
28 of these couch-bed affairs run crosswise and just fit into the space allotted to 

20 them Also in this third compartment, to the side, is a small table and a 
■w straight chair for writing 

31 The trailer is equipped with electric lamps and wall connections, a radio, 

32 from six to eleven safety-glass windows, and two roof ventilators In every 
available space there are closets or small shelves, the latter being connected 

14 to the walls in such a way that they can told back and lay flat — as does the 
^ table in the middle compartment, out of the way — when they are not in use. 
38 The majority of trailers, by the way, are now constructed of steel, with about 

37 an inch and three-quarters of dead-air space m the walls for insulation Also 
38 1 should mention that a trailer in the price-field that I have been speaking 

38 of, IS about twenty feet long, a little over six feet wide, and a good six 

40 feet high 

41 Of course this desciiption has been of the enumerating type, but what 

42 I’m trying to stress to the readei is that a great deal is contained in this little 

43 space, in this house-on-whecls In fact, almost eveiything that is needed for 

44 a couple of weeks vacation is included in some nook or corner 

4 Used Cat Lot 

1 A long while arbor covered with a gaudy yellow-and-black awning, a 

2 little shanty off to the side, with a mammoth sign overhanging its provincial 

3 whiteness — Smoky traffic roais by, leaving trailing wisps of stinking smoke 

4 Diibhlcs of pcdestiiins slowly stroll along and idly gape at the shining stock 
6 on hand of Biadley’s Used Cars 

6 Beneath the piotecting canvas, the front line or “show cars” waited for 

7 prospective customers Late Cadillacs, sporty fioids, Buicks and other popular 

8 m ikes showed off then merits here Back of these stood late model cars, 

9 not as expensive as their brotheis in fiont The rear line had the “bargains,” 

10 cars that any salesman would be glad to get rid of for fifty or a hundred 

11 dollars 

12 Geoige, a conservative, well-dressed college man, disposed of the first line 

13 stock for prices ranging from $500 to $1000 or more Fisher’s stand was the 

14 middle line Hard-bitten and a good business man, he could handle the 

16 toughest prospects easily Hagar, a flashy, loud, fellow took care of the last 
18 line, commonly called “jalopy row ” 

17 The cats ot the first two lines received 15 or 20 repair operations Motor 

18 work, fendei straightening and touch-up jobs were necessary on all New 

19 tires were never put on Instead, the originals were retreaded by a vulcaniz- 

SUGGESTED STUDY AND WRITING 27 



90 ing process which cost about $6 and lasted for 10,000 miles Tires not badly 

91 worn had their treads regrooved by a red-hot cutting tool Retreads looked 
99 like new tires and regrooves seemed slightly worn to the suckers To com- 
2 s pensate for the seeming paradox of a 15,000 mile car riding on excellent 
94 tires, the mileage would be cut down to six or seven thousand Every car 
96 in the lot had its mileage turned down at least 1/3 of its original distance 

96 Sharp-eyed mechanics always made mileage and tiie conditions agree Turn- 

97 ing mileage down is a common practice in businesses of this sort, despite 

98 stringent laws to the contiary It was a “well-if-he-does-it-I-can-do-it” siiua- 

99 tion Other operations were merely check-ups Wheel alignment, windshield 

80 wipers, upholstery and pedal pads came under this heading At an expense 

81 of 15 cents, new pedal pads could be put on, checking any possibility of 
88 the prospect’s guessing how far or how hard the car really was driven 
88 Inexpensive checking of small points paid profits in the end The last line 
84 of cars received only a motor tuning and a polish, but surprizing enough, 
86 were a lucrative investment The company’s price policy answers tins pos- 

86 sible inconsistency 

87 Salesmen were paid $25 stiaight salary plus a 2% commission on sales 

88 On the front of every car was a cardboard tag supposedly bearing the car’s 

89 record number for the company’s books It was, however, a code by which 

40 the salesmen could determine the price they should get and the price they 

41 could take for that particular car A number such as 665705 meant get 
49 $675 but take $650, the second, fourth and sixth numbers being the “get” 
48 price, the first, third and hfth, the “take” figure If a salesman sold over the 
u top asked figure, the difference was split between him and the company 
48 Therefore, on the third line of cars, where running condition instead of age 

46 was a prime necessity, prices wholly out of line from the true value were 

47 received Because of a great turn-over of third line cars, the company real- 

48 ized a larger percentage of profit on the “jallopies” than on the first line 

49 automobiles 

60 This used-car lot was sponsored by an organization which sells over a 
81 million cars a year, so it was by no means a fly by night affair Although 
68 no sloppy repairs were done, and no highly crooked deals were tolerated, 
68 there was just a slight suspicion that the company was getting the best of 
64 the customer on every deal This company, however good or bad, is lepre- 
66 sentative of many similar organizations in the United States 

5 Electrolysis nn Cosmetology 

1 In studying the structure of hair we find that it grows thru the skin in a 
9 tube like pore, technically known as the follicle At the bottom of the follicle 
8 are the hair papilli cells, and it is from the papilli that the hair gets the 
4 nourishment that causes it to grow Since the papilli is the only souice of 
6 nourishment it is logical that only by completely destroying it that the growth 

6 of the hair can be stopped permanently 

7 For this purpose in a beauty shop, a multiple electroylsis machine, that is 

8 many needles, usually twelve, is used The needle is made of platinum 

9 about three-quarters of an inch long and a slightly bit thicker than a hair 

10 The source of electrical current is a dry cell battery and the wiring is such 
u that the needles carry a negative charge, which as we know will disintegrate 
19 body tissue A single red wire carries a positive charge and is used to com- 
18 plctc the circuit 

14 The first step in use of this machine is sterilization not only of the needles 
16 but of all objects that come in contact with the patient A sterilizing lotion 
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16 Other than alcohol is used for this purpose Alcohol will retard the chemical 

17 decomposition and also causes the pores to contract making it difficult to 
IS insert the needles 

10 It IS essential that the patient is in a comfortable position so that the 

20 muscles and nerves are relaxed Taunt muscles make insertion of the needles 

21 difficult and it is impossible to work on a patient under nerveous strain The 

22 operator, too, must be in a comfortable position as standing and bending soon 
2i becomes very tiresome 

21 Placing the needle into the follicle is not a difficult task as one uses a 
2- derma-lense and gives consideration to the natural growth of a hair Hair 

26 follicles naturally grow at a slant of twenty- five to forty degrees The needle 

27 is inserted in a straight line along the angle of growth Pressure is not used 
2s at anytime to force the needle as such action will cause the needle to pierce 

the follicle, enter the skin tissues, cause pain, and miss the papilla The needle 
will slide easily into the follicle, so that when placed at the wrong angle it 
ai will pierce the skin warning the operator of incorrect insertion There will 

3 . always be a slight resistance when the needle reaches the papilla thereby 
31 signifying to the operator that the proper designation has been reached After 
at the first needle has been placed the second is then inserted, not to close to 
ST the first as this would centralize the disintegration and cause a slight pain 

36 As other needles are inserted the current is stepped up 

37 When the last needle is inserted the first hair treated is usually ready to 
8 M be removed Never allow a needle to be inserted over two or three minutes 
36 1 he hair is lifted out with a tweezer and if the disintegration is complete 

40 the hair will come out freely If there is any resistance it is a sign that the 

41 follicle has not been completely destroyed and the needle should be rem- 

4 . serted to continue the action 

43 After removing a needle a substance will come to the surface, this is the 

44 decomposed cells, it should be removed immediately as it will become hard 
i", upon reaching the air and form a scab called an eschet Formation of eschers 
46 will prolong healing and if picked off by the patient will most likely leave 
4 - I scar The liquid will also be on the needle and should also be wiped ofE 
4 s immediately or it will crystalize and make reinsertion impossible This 
41 ) liquid tiapped under the skin will be carried off through the body’s waste 

60 system 

61 After the treatment hot towels should be applied in order to open the 

62 pores allowing most of the liquid to escape thru the skin and to stimulate 
5 cueulation and in that way carry off the trapped waste Cold towels should 

64 follow the hot ones to insure a cleansing and rapid closing of the pores so 

65 that eschers cannot form An astringent lotion should be applied after the 

66 cold towels to complete the action 

6 Logging 

1 There is a great deal which must be done before actual logging operations 

2 can commence Roads must be built, a landing cleared, and a spar pole 

3 constructed Logging is often done in swampy places, and building roads 

4 strong enough to support a heavy truck with a load of logs can constitute 

5 cjuite a problem These roads are laid to the center of the area to be logged, 

6 and there the landing is prepared The landing is a cleared area large enough 

7 for a truck and cat to manuever and must also have a space for the log pile 

8 The spar tree is constructed in the middle of the landing This is the center 
0 of all operations The logs are pulled to this tree and then loaded on to 
10 trucks to be sent out It consists of a tree which has been topped and limbed 
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u and has four guy lines rigged out from the top to give extra support By 

13 means of a cable through a pulley at the top of this tree the logs are lifted 
18 onto the trucks 

14 The lob of falling the trees has changed a great deal in the past ten yeais 

16 It used to be a job requiring an axe, bucking saw and a great deal of hard 
18 work The axe is still used for making the under cut and limbing the tiee, 

17 but the bucking saw has been replaced by the modern power saw This 

18 speeds up the fallers part of the operation, and it also eliminates a lot of 

19 the work Fallers are now usually special crews hired solely for the purpose 

20 of falling the allotted number of trees When this is done their job with the 

21 organization is finished 

82 Getting the logs from the woods to the spar tree requires a lot of coopei a- 
28 tion between the cat driver and the choker The cat driver, first of all, 

24 manuevers as close as possible to the downed trees The choker then diags 

25 the main line, which is on a drum at the rear ot the cat, to the logs 
20 He connects this line to the chokes which he has previously secured to the 

27 ends of the logs The cat driver then snakes them out If the downed trees 

28 are behind standing trees or stumps, it is sometimes necessary to change the 

29 position of the chokes a number of times It takes much experience to be a 

30 good choker 

31 Loading the logs onto trucks is the most dangerous of the jobs connected 
82 with logging One end of the hoisting cable is divided into two sections 
33 These sections are each about twenty feet long and have a hook at the end 
84 They are held at the end of the log When the cable is raised they tend to 
36 bury themselves in the wood These hooks sometimes break and the loose 

86 end of the cable acts like a giant scythe as it whips through the air It 

87 could easily cut a person in half When the log is raised into the air, the 

88 truck backs in under it, and it is then lowered onto the trailer When 

89 the trailer is completely loaded, the load is secured and then taken to the 

40 mill pond or to the log dump 

41 These are the mam divisions in a logging opeiation To have an efficient 

42 organization, and to obtain the greatest amount of safety, each division must 
48 work in close cooperation with the rest 

2 . For each of the following subjects formulate one or more 
topics which could be treated adequately m themes of approximately 
600 words “Clothing” for example; might suggest “Planning a Col- 
lege Wardrobe for $150,” or “Why Men Won’t Wear Hats ” 


Books 
Clothing 
Comics 
Dormitories 
Honor Systems 


Movies 

Music 

A Profession 
Sports 

Student Goveinmcnt 


3 . Which of the following topics do you believe would be appro- 
priate for 750-word themes ^ How would you limit those topics that 
seem too broad as they stand ^ 


Classical Music A Solution for Campus Parking Problems 
My Home Town Scientific Progress in the Twentieth Century 
Socialism Hitchhiking from Chicago to New York 
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Experiences of a Baby Sitter Propaganda in World War II 

Divorce in the United Statcb How a Drive-in Theater Operates 

4 , Answer these questions concerning your writing experiences. 

a) About how much writing have you done both in school and 
outside^ What writing assignments have been most difficult for you*^ 
What kind of writing have you most enjoyed doing ^ 

b) What type of subject matter do you prefer to write about ^ 
Personal experiences (My 1 rip Through the Grand Canyon, Learn- 
ing to Ski) ^ Topics of current interest (What Is Wrong with Radio 
Commercials, Federal Aid tor Deserving College Students) ^ Sub- 
jects closely related to courses you are taking (Chemistry in Cooking, 
Geology as a Hobby) ^ 

c) For what kind of writing have you found outlines most use- 
tuP What form do you generally use sentence outline, topical out- 
line, or informal notes ^ 

d) How do you go about revising papers ^ Discuss typical changes 
\ou have made, including material (adding, omitting), plan, para- 
graphing, grammatical and mechanical matters (spelling, punctuat- 
ing, sentence movement) Which of the specific weaknesses cor- 
rected are generally characteristic of your writing^ Can you think 
ot any specific ways to eliminate them^ 

e) What different kinds of writing will your college courses prob- 
ably require*^ What writing may you be called upon to do after 
giaduation^ Considering these demands, what particular writing 
skills do you need to develop^ 

5 . Make outlines of two expository articles, one of which seems 
to illustrate the “ordei ot support,” and the other, the “order of 
climax ” Include with your outlines a statement evaluating the rela- 
tive effectiveness of each method of development 

6 Consider your past experience as subject matter tor papers 
Do not plan an autobiography, but draw up a list of specific matters 
that you would like to write about and that might interest others 
Make an inventory ot places you have lived in or visited, people you 
know, jobs you have had, sports, hobbies, reading, plays, movies; 
subjects you like to talk or argue about 

7 . Prepare a list of subjects for investigation, on matters that 
interest you and about which you would like to know more Your 
subjects may range from some aspect of aeronautics to voodoo prac- 
tices in the West Indies When your list is completed, select two 
subjects which you think would make good papers of 500 words 
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each; two that would make papers of 1200 words each; and one that 
would be suitable for a paper of 2500 words 

8 . Compare the process of writing papers in class with that of 
writing papers at home. Consider such features as the time at your 
disposal and the effect of the surroundings, the selection and organ- 
ization of the material, the opportunities for revision What advan- 
tages and disadvantages do you find in each kind of writing ^ 

9 . From your lists in exercises 6 and 7 select a few particular 
topics and write down what you would need to do in the various 
stages of writing a paper on each Indicate what sources of material 
you might use for the investigative papers 

10 . Write an analysis of a magazine article or a newspaper edi- 
torial that deals with some current national, regional, or local problem 
in which you are interested How much of the material seems to you 
to be reporting and how much is based upon opinion and interpreta- 
tion? What facts are emphasized and what facts, if any, seem to 
be omitted? 
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CHAPTER 


Varieties of English 


TOPICS OF THE CHAPTER 

1 General English and varieties of English 

2 Variations due to use 

2a Informal English 
2b Formal English 
2c Vulgate English 
3. Variations due to time 
3a Obsolete expressions 
3b Archaic English 
3c Current English 
3d New words and constructions 
4 Variations due to place 

4a Dialects in the United States 

4b Appropriateness of localisms in speaking and writing 


The Clide of the English language has a well- 
defined centre but no discernible circumference . — 
Oxford English Dictionary 

Foimal wiitten English is not the language, it is 
merely one type of English Its rules are pertinent 
only to people studying or writing formal written 
English, other types of English have their own 
rules — ^James B Macmillan 

It taXes a great deal of experience to become nat- 
ural — Willa Gather 






SUGGESTIONS FOR USING THE CHAPTER The chief purpose of this 
chapter is to lay a foundation for a leahstic consideration of our language 
today, to encourage obsetvation and evaluation of usage, and to bring the 
'^English'* of a composition course into relation with the ‘‘English'' of peo- 
pie carrying on public affairs 

Chapter 2 is necessary for understanding the appioach to language in 
this boo\ and for understanding the recommendations on paiticular points 
of usage It should be read, followed immediately by Chapter 3, befoie a 
course gives attention to specific matters of language, though obviously 
It need not come first in a course Chapters 2 and 3 could be read rapidly 
to get the point of view and returned to later for details and for practice 


W E BFGAN TO LEARN OUT language by imitating what our par- 
ents and others around us said, and very soon we picked up 
enough words to make our wants known and then to talk 
with others When we got beyond the stage of wailing and grabbing, 
our parents were so pleased to have us talk that they accepted some 
of our own infantile contributions to the English vocabulary In one 
family milk was nuc\^ a hammer an agboo, an elephant an timpy- 
dump, a screwdriver a toodle-^dle-da We used our own forms of 
words and our own svntax One youngster, struggling with iriegular 
verbs, said, “Mother did gave me a lot of pants She shouldn’t have 
gaven me so much pants this summer For a while the grown-ups 
thought this sort of language was cute and perhaps they even went 
so far as to use it themselves when talking to us But by the time \\e 
were four or five, they began to laugh at our childish sounds, childish 
words, and childish constructions and in other ways gave us to under- 
stand that they expected us to talk about as they talked So far as we 
could talk that way, we did 

In school we added to the skill in using the language that we had 
picked up at home by learning to read and to write We studied 
“grammar,” which told us that “It is I” and other expressions were 
correct and “It is me” and a lot more were not, without telling why 
or with some such reason as “the verb to be is followed by a predicate 
nominative ” Most of us did our lessons, as lessons, and though we 
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RELATED ARTICLES A number of articles in the Index part of this boot{ 
give further details of language and language processes The most im- 
portant are listed here as a matter of interest 


* Academic writing 

* American and British usage 
^Business English 
^Change in language 
^Colloquial and written English 

* Conversation 
*English language 
^Experiment in English 
*Foieign woids in English 


^Grammar 
^Heightened style 
*Latin and English 
^Legal language 
^Newspaper English 
* Oil gin of words 
^Pronunciation 

^Scientific and technical writing 
*Style 


tried to follow this grammar while in the schoolroom, outside we 
talked about the same way we always had But some of us began 
to realize that English, which we supposed w^e )ust talked naturalh, 
was a pretty complex matter and that opinions about it differed, 
sometimes violently 

1. General English and varieties of English 

Those of us w^ho reach college and find that we are almost readv 
to take our places in public affairs realize, whether we pay any special 
attention to our English or not, that we have a double concern for our 
language One is a desire for confidence, often a wish to overcome 
an unpleasant feeling acquired from “corrections” we have received 
or from fun made of our “accent” or our choice ot words More 
positively this concern is a hope for control of language, an assurance 
that when we sit down to write something it will come readily and 
presentably The other concern is a desire to extend our ability to 
discuss the new matters we are learning and to write for other people, 
even to reach people we do not know — to meet the more varied and 
more mature communication situations that increasingly face us. 

Most of the time of course we are unconscious of our words and 
constructions, unless some expression puzzles us or attracts our par- 
ticular notice. But when meeting new^ people, or people from a dif- 
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ferent social circle, or when we have to “give a talk” or write an im- 
portant letter or something that will be printed, we may become 
acutely conscious of how we are speaking or writing 

Confidence comes from a practical, realistic knowledge of the 
possibilities of English usage, of what successful speakers and writers 
do with words. We need an understanding of how to choose the 
most effective forms of expression for ourselves, and sufficient prac- 
tice so that the sort of English we wish to use comes to us easily and 
naturally We can gain such habits of expression not by memorizing 
rules and trying to apply them but by reading the work of good 
writers and listening to good speakers and occasionally pausing to 
examine how they gain their effects To do this profitably we need 
some general knowledge of how language works. A first hand, real- 
istic study of our language can raise discussion of what is appropriate 
and can help us to answer questions in a businesslike way 

Fortunately the greater part of our language at any given time 
raises no questions, we use it automatically Differences do exist, 
however, choices among forms and constructions have to be made, and 
because the choices we make contribute so much to the tone of a 
speech or a piece of writing, they are important But we should not 
forget that much of our language can be used at any time, under any 
circumstances the ordinary names of things {apples^ trees^ paint) 
and of acts (dance^ buy^ drive) and thousands of other words are in 
the central, general vocabulary, most of the foims of words, the plural 
of nouns in -s, the possessive, the present indicative third person 
singular in -s, the forms of pronouns (though these show some va- 
riety) are pretty largely standard along with the word order in phrases 
and sentences and so on. 

Such words and expressions that would not attract special atten- 
tion in any sort of speaking or writing are labeled General usage in 
this book General usage makes up a considerable part of what is 
spoken or written in everyday affairs and, when somewhat tidied 
up from our typical conversation, of literature as well. In this passage 
from a short story, for example, the language is simply a compressed 
form of what we might all use (except perhaps the expression “the 
world leaps into proportion”) 

The man who expected to be shot lay with his eyes open, staring at the 
upper left-hand corner of his cell He was fairly well over his last beating,, 
and they might come for him any time now There was a yellow stain m 
the cell corner near the ceiling, he had liked it at first, then disliked it; 
now he was coming back to liking it again 
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He could see it more clearly with his glasses on, but he only put on his 
glasses for special occasions now — the first thing in the morning, and when 
they brought the food in, and for interviews with the General The lenses 
of the glasses bad been cracked in a beating some months before, and it 
strained his eyes to wear them too long Fortunately, in his present life 
he had very few occasions demanding clear vision But, nevertheless, the 
accident to his glasses worried him, as it worries all near-sighted people 
You put your glasses on the first thing in the morning and the world 
leaps into proportion, if it does not do so, something is wrong with the 
world — SitPHEN Vincent Benet, “The Blood of the Martyrs,” Thirteen 
O’ClocJ^, p 23 

It IS obvious that the tone of a passage may be set by a relatively 
«mall number of words or constructions because they stand out, are 
not in general usage but are appropriate to a particular situation A 
few contractions and shortened constructions, for example, might 
make a passage seem distinctly informal though it was made up other- 
wise of words in general use. 

The “problems” of English usage arise chiefly from the presence 
•of differing stiands of the language that cannot be used with equal 
•effectiveness in every situation Our language, like every widely used 
language, is not one single group of words and constructions, every- 
where the same, but a variety of such groups that have much in 
common but are still far from uniform There are two reasons for 
stressing these varieties one is to show the immense resources our 
language offers and the other is to help form habits of easy and auto- 
matic adaptation of a person’s actual usage to the varying com- 
munication situations he faces A mature use of English means 
speaking and writing the '^ort of English that is appropriate to the 
situation in which we find ourselves, for English is not ''good'"; 
It IS good under certain conditions 

The three principal sources of variations in a language are time, 
place, and circumstances of use Any of these may give rise to ex- 
pressions that are not in general use As the basis for a complete 
picture of current English, looking toward a realistic approach to 
Good English, we shall now consider these variations, beginning with 
the most important, those due to circumstances of use. 

2. Variations due to use 

Many words of similar meaning that are in current use and that 
are not affected by difference of place cannot be used interchangeably 
in all situations. Consider the following groups’ 
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indigent, impecunious, underprivileged, in vv^ant, penniless, poverty- 
stricken, poor, hard up, broke, flat 

spent, fatigued, weary, exhausted, ttred, worn-out, played out, used up 
dog tired, all in, pooped 

lunatic, demented, mentally ill, mad, psychopathic, insane, crazy, out of 
his mind, bughouse, nutty 
stripling, youth, lad, hoy, youngster, kid, punk 

Similarly, there are many idioms and constructions carrying the same 
idea but suggesting different sorts of speech 

dare not, daren’t, do not dare, don’t dare, dassent 

were it not for, if it were not for, if it was not for, if it wasn’t for, if 
It wan’t for 

Poor, ttred^ insane^ and boy certainly belong to the General lan- 
guage, and so do some of the words near them in these series, wc 
all use them But as we move away from these central words, the 
terms become somewhat more limited, until those at the ends are 
definitely restricted to formal writing or to slang 

Probahl) most ot us would not use indigent y spenty stripling — they 
suggest old-fashioned or rather pedantic usage And we would prob- 
ably all use bro\ey all lUy nutty in casual company, but not in more 
formal situations, not when we were talking to someone on whom 
wanted to make “a good impression’’ These differences are due 
not to the meaning of the words but to the circumstances in which 
they have been generally used and which they suggest That is, lan- 
guage differs according to the education, occupation, and social stand- 
ing of the people who use it, and words and constructions suggest 
and carry with them traces of the situations in which they are hab- 
itually used. 

There is no universally accepted system of naming these different 
levels of usage, but considerable progress has been made in describ- 
ing various types of English ^ In this book three principal levels are 
presented. Informal English, Formal English, and Vulgate English, 
along with subordinate varieties like Shoptall{y Familiar English, 
Academic English, and others shown in the table on page 40 Al- 
though hard and fast lines cannot be drawn between the levels, and 
people’s judgment of their boundaries will differ somewhat, the 

^ Bloomfield, p 52, 149 ff , Fries treats current American usage according to levels in 
American English Grammar, Kennedy, % 7, John S Kenyon, “Cultural Levels and Func 
tional Varieties of English,” College English, 1948, 10 1-6, G P Krapp, A Compre- 
hensive Guide to Good English (Chicago, 1927), pp xii-xix, Marckwardt and Walcott, 
Pooley, ch 3 (Full titles for works mentioned by author only will be found m the 
Bibliography, pages xii-xiv ) 
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principal characteristics of the levels are pretty clear and the illus- 
trations in the following sections will make it possible for anyone to 
distinguish them 

2a. Informal English. Here is the opening paragraph of Miss 
Willa Gather’s novel 0 Pioneers^ 

One January day, thirty years ago, the little town of Hanover, anchored 
on a windy Nebraska tableland, was trying not to be blown away A mist 
of fine snowflakes was curling and eddying about the cluster of low drab 
buildings huddled on the gray prairie, under a gray sky The dwelling- 
houses were set about haphazard on the tough prairie sod some of them 
looked as if they had been moved in overnight, and others as if they were 
straying off by themselves, headed straight for the open plain None of 
them had an appearance of permanence, and the bowling wind blew under 
them as well as over them The main street was a deeply rutted road, now 
frozen hard, whieh ran from the sc^uat red railway station and the grain 
“elevator” at the north end of the town to the lumber vard and the horse 
pond at the south end On either side of this road straggled two uneven 
rows of wooden buildings, the general merchandise stores, the two banks, 
the drug store, the feed store, the saloon, a post-oflice The board sidewalks 
were gray with trampled snow, but at two o'clock in the afternoon the 
shopkeepers, having come back from dinner, were keeping well behind their 
frosty windows The children were all in school, and there was nobodv 
abroad in the streets but a few rough-looking countrymen in coarse over- 
coats, with their long caps pulled down to their noses Some of them had 
brought their wives to town, and now and then a red or a plaid shawl 
flashed out of one store into the shelter of another At the hitch-bars along 
the streets a few heavy work-horses, harnessed to farm wagons, shiv- 
ered under their blankets About the station everything was quiet, for 
there would not be another train in until night — Willa Cathfr, O Pio- 
neers^ pp 3-4 

None of us could keep his eyes quite so firmly fixed on a street in 
describing it to a friend We would probably take several sentences 
to say “The main street was a deeply rutted road, now frozen hard, 
which ran from the squat red railway station to the grain ‘elevator’ 
at the north end of the town to the lumber yard and the horse pond 
at the south end”, and perhaps most of us would not say “eddying” 
or “abroad in the streets ” But the general tone is of the natural speech 
ol educated people, conversation refined Many of the phrases sound 
like conversation “moved in overnight,” “headed stiaight for the 
open plain,” and “there would not be another train in until night ” 
Through this direct and informal writing we come to see the village 
of Hanover — and to have a feeling of confidence in the writer 

This passage is typical of informal English in writing ^ It is the 

^ For discussion of informal written English, see Ballard Chipter 10, “Toward Sim- 
plicity” Dobree, Pirt 4, “The New Way of Writing”, Rudolph Flesch, The Ait of 
Plain TiilJi (New \ork, 1946) 
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LEVELS AND VARIETIES OF ENGLISH USAGE 


Principal 

Levels 


VULGATE 

Not much 
touched by 
school instruc- 
tion, not appro- 
priate for public 
affairs or use 
of educated 
people 

INFORMAL 

Speaking and 
writing of 
educated 
people in their 
private or 
public affairs 


FORMAL 

Speaking and 
writing for 
somewhat re- 
stricted groups 
in formal 
situations 


Typical 

Varieties 


Regional dialects 


Shoptalk 


Slang 

Familiar English 


Typical informal 
English 


Characteristic 

Uses 

Chiefly spoken 

Conversation of many people m 
their work and personal relations 

Local color radio programs, some 
comic strips 

Conversation in plays, stories 

Spoken and written 

Talk in factories, garages, shops, of- 
fices, articles in trade journals, 
stories dealing with jobs 

Easy or flashy conversation, humor- 
ous, sporty or informal writing 

Talk and letters between intimates, 
diaries, some informal writing 

Conversation of educated people 

Talks to general audiences 

Most news stories, features, columns 

Business letters, advei Using 

Magazine articles and books on sub- 
jects of general interest 

^Most fiction 


More often written than spoken 

“Literary” . Addresses and lectures to restricted 

audiences 

Some editorials and special class 
business writing 

Literature of somewhat limited cir- 
culation essays and criticism, 

much poetry, some ficuon 

Scientific Books and articles dealing with 

and technical writing special subjects for professional 
audiences, impersonal reports, etc 

Academic Reference works, dissertations, some 

textbooks 

“Gobbledygook” Pretentious and unnecessarily ab- 

struse treatments of simple mat- 
ters legal documents 



COMMENTS ON THE LEVELS AND VARIETIES 


1 The three mam levels described in the table are Informal, Formal, 
and Vulgate The Informal and Formal levels make up what is commonly 
referred to as “Standard English”, the Vulgate level, “Substandard ” The 
labels Standard and Substandard (or any of the other epithets frequently 
applied to the latter — “illiterate,” “popular,” “vulgar”) are not used m this 
book because the aim is first to be descriptive, and then to suggest how to 
select from the kinds of English described what is appropriate to a given 
situation 

2 The term General usage is applied to words and constructions that 
appear at all levels It is language that will not attract special attention 
wherever it is used 

3 Although difierences are observable between the levels and the vari- 
eties, they must not be thought of as mutually exclusive but as relatively 
different A speech or passage, for instance, might be placed in one or 
another level because of its having several strong traits characteristic of 
the level, and thus the “feel” or “tone” of that level, even though the 
greater part of the passage was in General usage 

4 The three levels are characterized by traits of pronunciation, by 
choice of words and constructions, and by the avoidance of certain locu- 
tions (as Informal and Formal English avoid double negatives) The chief 
differences between the varieties (named in the middle column) are m 
vocabulary (the easiest trait to distinguish and discuss), but they usually 
show increasingly the other traits of their level as they move toward the 
top or the bottom of the table 

5 Colloquial means ‘ spoken” and consequently is not a level of usage. 
Spoken language differs among the levels, and frequently shows more 
clearly than written examples the characteristics of the level Within each 
level, of course, the spoken language differs from the written 

6 Literary is not an accurate word for a variety of language, since we 
have literature m both Informal and Formal English It is used here in 
quotation marks at the point where it is sometimes applied 

7 In this book, labeling a locution as any one of the varieties is meant 
to indicate that it is characteristically used as the description of that variety 
suggests, that its connotation comes from this use, and that it is not 
characteristic of another variety Obviously words are borrowed from one 
variety to another (for example, Shoptalk occurs in ‘many informal ar- 
ticles) Such labeling ’s not intended to prevent a word*s use under other 
conditions but does suggest that it may be conspicuous in another level, 
and that its connotation should be intended 


language of an educated person as he goes about his everyday affairs 
or takes part in public affairs — in business or politics, for example 
It is the language of most newspaper and magazine articles, of the 
bulk of plays and novels — in short, of most of what we read In- 
formal English has a considerable range, from casual speech to writ- 
ing that has been carefully edited, but it lies between the vulgate 
on one side and the more restricted formal level on the other It 
is put first in this discussion because it is the most generally useful 
level, without the limitations of the other two, and because, since 
It has such wide currency and in fact can reach everyone, it is the most 
necessary and so is the proper goal of school instruction 

Within the last generation informal English has come once more 
to dominate writing in English, partly in reaction against the more 
elaborate style of the nineteenth century Informal English has a 
long and honorable tradition, for it is characteristic of the pamphleteers 
and popular storytellers of Elizabethan literature, of the plainer por- 
tions of the English Bible, especially the direct narratives of the New 
Testament, and of such writers as Defoe and Fielding and, to a large 
degree, of Swift 

Informal English lies close to current speech, but it is not, when 
written, speech exactly reproduced, partly because the written vocab- 
ulary is larger and somewhat more precise than the spoken But its 
movement is largely colloquial, the movement of spoken English re- 
fined, tidied up, shorn of its looseness Whenever they are exact 
enough to convey the intended meaning, informal English uses col- 
loquial words, or at least words from the general vocabulary, such 
words are likely to be concrete, close to experience, and familiar to a 
large number of readers The sentences are likely to be lathcr short 
and to have a simple, direct movement, as contrasted with the more 
elaborate sentences of formal English The allusions are more to 
living people, places and things of current interest, than to literature 
or history 

Informal English is especially appropiiate to personal narrative, 
since most people are informal except on special occasions In fact, 
formal English may suggest pretentiousness or lack of sincerity In 
this passage from Life With Father, the sentences even outside the 
dialog have a conversational movement, and some of the expressions 
{pretty things. She didnt h\e it a bit, his blood pressure and every- 
thing) are definitely colloquial. Even contractions are used, to carry 
out the natural rhythm 
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Mother used to go to the cemetery in Woodlawn with her arms full of 
flowers, and Jay the pretty things by some headstone, as a sign of remem- 
brance After a while she bought a cast-iron chair and left it out there, 
inside the square family plot, so that when it took her a long time to 
arrange her flowers she could sit down and rest This was a convenience, 
but unluckily it was also a worry, because absent-minded visitors to neigh- 
boring graves began to borrow that chair They dragged it off across the 
grass to sit and grieve in, and forgot to return it Mother then had to hunt 
around for it and drag it back, which made her feel cross, and thus spoiled 
the mood she had come out in She didn’t like it a bit 
One Sunday when she hcrstlf was past seventy, and when Father in spite 
of his blood pressure and everything was nearly eighty, she asked him if 
he wouldn’t like to drive out with her to Woodlawn She hadn’t any 
flowers to take, but she had happened to think of that chair, though she 
didn’t say so to Father She merely said that it was a beautiful day and 
It would do him good to go out 

Father refused Positively He winked robustly at me and said to 
Mother, “I’ll be going out there soon enough, damn it ” 

Mother said that he ought to come because one of the headstones had 
settled and she wanted him to tell her whedier he didn’t think it needed 
attention 

Father asked whose headstone it was, and when Mother told him, he 
said H don’t care how much it’s settled I don’t want to be buried with 
any of that infernal crowd anyhow ” 

Mother of course knew how he felt about some of the family, but she 
said that he wouldn’t mind such things when it was all over 

Father said yes he would He became so incensed, thinking of it, that 
he declared he was going to buy a new plot in the cemetery, a plot all 
for himself “And I’ll buy one on a corner ’ he added triumphantly, “where 
I can get out’” 

Mother looked at him startled but admiring, and whispered to me, “I 
almost believe he could do it” — Ciarence D\\, Life With Fathci^ pp 
257-58 

In presenting information and discussing ideas, formal English 
is often used, because the material is likely to he intended for a rather 
restricted group of leaders But more and more, information and 
ideas are being presented in a style which is basically informal Cer- 
tain precise or technical words not in the usual colloquial vocabulary 
are necessary (as chaman^ ethos, pobsesoon in the selection that follows 
from a book on ethnology), but the pattern of sentences and most 
of the writer’s vocabulary may be infoimal and so increase the read- 
ability and often the influence of the book or article. 

A chief of the Digger Indians, as the Californians call them, talked to 
me a great deal about the ways of his people in the old days He was a 
Christian and a leader among his people in the planting of peaches and 
apricots on irrigated land, but when he talked of the shamans who had 
transformed themselves into bears before his eyes iti the bear dance, his 
hands trembled, and his voice broke with excitement It was an incompara- 
ble thing, the power his people had had in the old days He liked best to 
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Talk of the desert foods they had eaten He brought each uprooted plant 
lovingly and with an unfailing sense of its importance In those days his 
people had eaten “the health of the desert,” he said, and knew nothing oi 
the insides of tin cans and the things for sale at butcher shops It was 
such innovations that had degraded them in these latter days 
One day, without transition, Ramon broke in upon his descriptions of 
grinding mesquite and preparing acorn soup “In the beginning,” he said, 
“God gave to every people a cup, a cup of clay, and from this cup they 
drank their life ” I do not know whether the figure occurred in some tra- 
ditional ritual of his people that I never found, or whether it was his own 
imagery It is hard to imagine that he had heard it from whites he had 
known at Banning, they were not given to discussing the ethos of different 
peoples At any rate, in the mind of this humble Indian the figure of speech 
was clear and full of meaning “They all dipped in the water,” he continued, 
“but their cups were different Our cup is broken now It has passed away ” 
Our cup ts broken Those things that had given significance to the life 
of his people, the domestic rituals of eating, the obligations of the economic 
system, the succession of ceremonials m the villages, possession in the bear 
dance, their standards of right and wrong — these were gone and with 
them the shape and meaning of their life The old man was still vigorous 
and a leader in relationships with the whites He did not mean that there 
was any question of the extinction of his people But he had in mind the 
loss of something that had value equal to that of life itself, the whole 
fabric of his people’s standards and beliefs There were other cups of living 
left, and they held perhaps the same water, but the loss was irreparable 
It was no matter of tinkering with an addition here, lopping off something 
there The modelling had been fundamental, it was somehow all of 
a piece It had been their own — Ruth Benedict, Patterns of Cultme, 

pp 21-22 

Besides the serious uses of informal English, there is of course its 
lighter vein, a sort of informal informality This shows usually a 
wider range of language in both words and constructions, from ap- 
propriate slang and colloquial expressions to nearly formal usage, and 
moves with enough force to fuse these varied elements into one pat- 
tern of expression It is especially useful for brief comments, which, 
like the one that follows, are serious enough, but which at the mo- 
ment the writer is treating in a far from earnest tone 

One scientist has an idea that it might be fun to dig a hole down into 
the earth deeper than anybody has ever gone before, and poke around 
down there He says there’s some swell gas in the earth’s core and we 
ought to let It out because it would be such a great supply of power Well, 
pardon us, but we have a counter-plan calling for the formation of a non- 
power-loving organization called the Society for Letting Well Enough Alone 
The S L W E A would be founded on the notion that Science is a busybody, 
and that some day, thanks to Science, we’ll hear a loud noise, see a stream 
of yellow flame in the sky, and zippo, there won’t be any more earth, any 
more sky, any more science, or any more coconut oil Hereafter, any sci- 
entist who wants to try an experiment involving the whole earth is going 
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to have to get permission from the S L W E A That goes for side trips 
into the stratosphere, chemical twiddling of all sorts, and boring holes into 
the center of the works The earth is the property of all of us, scientists 
have got to quit claiming her as their oyster The earth, just as she stands, 
has a lot of qualities which we cherish we like the climate, we like the 
food, and we like the view from the porch Nobody is going to let the 
gas out of her if we can prevent it If scientists have to let the gas out of 
something, let ’em buy a nickel balloon — The New YotJ^er, June 30, 1934 

Little would be gained by trying to discriminate a large number 
of subtypes of informal English, but three of the informal sorts call 
for a little comment familiar English, shoptalk, and slang 

1) Familiar English When we write for our own convenience 
or amusement, and when we talk or write to members of our family 
or to intimate friends, we use English more casually than when ad- 
dressing strangers or people with whom we are only slightly ac- 
quainted The basis of this familiar English is our natural speech, 
and the colloquial traits are carried over into writing m letters and 
diaries Contractions, abbreviations, ^clipped words, nicknames, and 
short constructions are characteristic ^Localisms, shoptalk, slang, vari- 
ous sorts of play with words (from babytalk to *blends like tantru- 
mental) are likely to appear Since usually writer and reader have a 
good deal in common, much can be taken for granted, in material, 
in allusion to common experiences, and in the special connota- 
tion of words A word may set a group of friends to laughing in a 
way quite mystifying to a stranger, just because it has some special 
association in their common experience 

The sloppiness we sometimes permit ourselves in writing letters is 
not a legitimate characteristic of familiar English, it is really insult- 
ing to our readers But familiar English has its proper place in using 
the small bits of language we hold in common and in drawing upon 
our individual stock of words and constructions — to make the com- 
munication on paper come as close as possible to what we would say 
in conversation In what we write for unknown readers we shall have 
to be somewhat more impersonal and go further toward meeting 
their expectations 

2) Shoptalk Shoptal\ is the offhand talk of people in various 
occupations, from medicine and law to ditchdigging and panhan- 
dling ^ It varies with the social class and personal taste of its users, 
from the talk of a garage hand, to that of an automotive engineer, or 

^American Speech has many articles dealing with the vocabularies of particular 
occupations 
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a professor of physics Its distinguishing feature is vocabulary. Many 
of Its words are the necessary names for materials and processes and 
tools and other objects and people — for everything that is commonly 
referred to in a line of work — like em^ en^ ptca^ pt, spreaders^ plateUy 
)ul€^ chase^ and so on, from a printing shop Workmen need names 
for thousands of things the laymen don’t know exist These words 
would be regarded as a part of the general informal vocabulary of 
English if they were needed outside the vocation Shoptalk may often 
include formal technical and scientific words, as in the conversation 
of internes and nurses, but it is set off from formal technical and pro- 
fessional writing by the colloquial (or even vulgate) tone and by the 
presence of the slang of the field, which would not be found at the 
formal level. 

Shoptalk uses all the freedom of slang in forming words and put- 
ting them together, making a vigorous and figurative vocabulary, 
often shocking to polite cars Especially convenient are short substi- 
tutes for long technical words formed from the ancient languages, 
like TNT for trinitrotoluene A mike mav be a microphone m a 
radio studio, a microscope in a laboratory, a micrometer in a shop; 
hypo IS a fixing bath to a photographer, or a hypodermic injection in 
medical context, soup is the name of a pourable mixture in scores of 
manufacturing processes Racing has place^ shoiv^ on the nose, tipster, 
bookie, unlisted securities are cau and dog6, football men have ^kidl 
practice, a student pilot must dual for many hours before he is allowed 
to solo, a gagman makes up the comedian’s lines, the announcer’s 
advertising speech is a plug, and so on 

Shoptalk is appropriate and necessary in informal speaking or 
writing about the particular occupat.ion in which it is used It is 
usually out of place in formal writing Some of it is useful in dis- 
cussing other subjects, like fade-out (from the movies), and may be- 
come colloquial, like ]uice (electricity) or part of the general vocab- 
ulary, like third degree The suggestion of different shop vocabularies 
varies, as the suggestion of business terms {^contact, ^proposition^ 
in the red) is unpleasant to many people not in business, but the 
words from sailing {aft, amidships) seem romantic and have more 
popular appeal Shoptalk constitutes one of the liveliest parts of the 
language and is contributing more and more to the general vocab- 
ulary of English 

3) Slang. It is hard to draw a line between slang and colloquial 
or informal English The central trait of slang comes from the mo- 
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tivc for Its use a desire for novelty or for vivid emphasis^ Other 
varieties of the language have ways of expressing the ideas of slang 
words, but their tone is quieter, more conventional Young people 
like novelty, and so do fashionable and sporty grown-ups Slang is 
especially common in talking about sports and all sorts of amusements 
and for all kinds of everyday activities — eating, drinking, use of 
money, traveling, and relations between people, for which the or- 
dinary terms have worn thin For racy discussion ordinary English 
words do not seem colorful enough for some spiightly spirits and 
they adapt words to suit their moods — and other people take up 
their inventions 

Slang words are made by natural linguistic processes The slang 
quality may he in the stress of a word {positive ly , that was some^ 
party), or in intonation, as in the variations on Oh yeah A slang ex- 
pression may be a fashionably overused expression, without any 
essential change of meaning from the ordinary use of the words so 
what, or what have' you^ or you and who else"^ Slang abounds with 
clipped words bunk^^ razz^ goo, and with compounds and other de- 
rivatives of ordinary words screwball, <ourpUiS^ tough breaks, ritz\, 
cockeyed Many slang words are borrowed from shoptalk, especially 
from the shoptalk of sports, of criminal activities, and of popular lines 
of work like movie production, and used in more general situations 
punk’, scram, close-up (klo/ up'), behind the eight ball And a great 
many are figurative uses of words from the general vocabulary o 
mean swing, lousy, a good egg, a fwe-miniite egg, drugstore cowbo\ , 
pain in the neck^ a bird, a peach, dfop dead To park a car is gen- 
eral English, to park ^ piece of gum is slang 

Many slang words have short lives — skiddoo, twenty^three, va- 
moose, beat it, scram, hit the trail, take a powder have succeeded each 
other within a generation Words for being drunk and for girls, and 
words of approval {topi, a wow, neat) and disapproval {wet, screwy) 
change almost from year to year Many slang words prove more 
permanently useful and become part of the general colloquial and 
familiar vocabulary {date, boyfriend, shebang), and others become 
general English {highbrow, lowbrow, ballyhoo) In this way slang 
contributes words to the general English vocabulary Dictionaries 

^ Most books dealing with language or with English have stations on slang Sec 
Lester V Berry and M V Van den Bark, The 4ireiuan Thaaurus of Slang (New 
York, 1942), J S Farmer and W E Henley, Dictionary of Slang and Colloquial Eng- 
lish (New York, 1929), Mencken, Chapter 11 Eric Partridge, A Dictionary of Slang 
and Unconventional English, rev ed (New York, 1950) 
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tend to be conservative in their treatment of such words and mark as 
“Slang” many that are actually regular colloquial words, in quite 
general use 

Slang belongs primarily to familiar and rather flashy speech, to 
which It can give a note of freshness This freshness wears off after 
some hundieds of repetitions so that the prime virtue of the words is 
lost In writing, slang is less often appropriate, partly because of 
triteness and partly because many of the words name general im- 
pressions instead of specific ones, so that they rank with nice and 
good (See ^Counter words ) Slang is generally out of place in 
formal writing (as in “The Jews have experienced many tough breads 
since the War”), and if used for some special purpose would ordi- 
narily be put in quotation marks In intormal writing, slang is often 
appropriate, as in discussions of sports, of campus affairs and familiar 
subjects, though even with such subjects appropriateness to the ex- 
pected readers should be considered If slang expressions are appro- 
priate, they should be used without apology (that is, without quo- 
tation marks), and if they are not appropriate, they should not be 
used The chief objections to them, aside from their flashiness, are to 
their overuse and to their use m place of more exact expressions 
Chiefly they are valued for their lively connotation 

The dangers of these conspicuously informal varieties of English 
have just been mentioned The dangers of the more typical informal 
level are perhaps flatness and a lack of exactness of statement, both 
resulting from not using the full resources of the language But its 
advantages aie obvious Informal English is appropriate to most 
subjects, and it reaches a wide reading public, since it can appeal to 
general readers as well as to those who may also belong in the re- 
stricted group to which formal English is customarily directed (“Tell 
It to Sweeney, the Stuyvesants will understand ”) It is the necessary 
English for everyday writing and is equally effective for literature 
Above all, it is appropriate to most writers, since it allows them to 
write with a good deal of naturalness, to base their writing on their 
speech instead of on a less familiar idiom George Herbert Palmer 
said of English literature, “Its bookish times are its decadent times, 
its talking times its glory.” 

2b. Formal English. Formal English bears somewhat the rela- 
tion to informal that formal dress or a uniform does to the clothes 
worn at everyday work in office or store and at informal social gather- 
ings It IS usually found in books and articles of mature interest, 
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intended for circulation among a rather restricted group, among 
teachers, ministers, doctors, lawyers, and others of specialized intel- 
lectual interests It is one of the major levels of usage, characteristic 
of many speakers and writers whose interests or work have involved 
a good deal of reading Such a person’s conversation would probably 
also be rather formal, though less so than his writing, for the back- 
ground of this strand of language is writing or formal (platform) 
speaking 

Formal English appears in two different types of writing One 
IS impersonal, as in academic and scientific writing — textbooks, dis- 
sertations, reports of experiments, legal papers, the other is more 
personal, as in literature — literary and other criticism, a good deal of 
poetry and poetic drama, and the less popular fiction These two 
types of formal writing make quite different appeals, but the traits 
of their language have a good deal in common 

Foimal English is distinguished by its vocabulary and by certain 
grammatical traits In vocabulary it uses words that belong to the 
written rather than to the commonly spoken language Such words 
are likely to be used little in colloquial English, to be associated 
with the literary, or scholarly, tradition {nonchalant^ invidiou^^ con- 
genial^ habitable) They are also likely to be more exact in meaning, 
especially those in scientific wilting, than words whose edges have 
been worn by everyday use For people familiar with them they 
often carry a great deal of suggestiveness {ceremonial^ eternity^ 
dogma^ fated) and often have some charm of sound or rhythm 
{quintessence^ immemorial^ memorable) 

In formal English the constructions are usually filled out short 
cuts characteristic of colloquial and informal English are not taken 
Relative pronouns are not omitted, prepositions and conjunctions are 
repeated in parallel constructions, and so on Sentences are likely to 
be of the aggregating type, somewhat longer than in informal writing, 
binding moie ideas together They may be more elaborately con- 
structed, with parallel and balanced clauses, and are frequently pe- 
riodic, that IS, the complete meaning is suspended till the end Items 
are often put m series of three Modifiers often interrupt the usual 
word order. Allusions to literature and to events of the past are more 
common than allusions to current affairs^ 

^For further discussion of some of the traits of formal English see Chapter 10, 
$ lb, “Aggregating sentences,” $ 2e, “Parallelism and balance,” and i 3c, “Long and 
short constructions.” 
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This does not mean that formal writing is weak or dull, though 
Its dangers he in that direction, but that, from the nature of its lan- 
guage, Its appeal is necessarily somewhat limited Unless the average 
reader is considerably interested in the subject, he is likely to turn 
aside. But the special audience which is aimed at will not only follow 
the material but, if it is really well handled, appreciate the style as 
well To some readers, one appeal of formal writing is its very dif- 
ference from the ordinary and everyday expression 

Many examples of formal or somewhat formal writing are scat- 
tered through this book Here two are given to emphasize the traits 
that have just been mentioned In the first, from a novel, there are a 
few definitely formal words {bejewelled^ symposium), a few formal 
idioms (after the manner of, that longed always, there would ensue), 
a literary use of adjectives (dry regret, wt^e sad anecdotes) There 
are several triads, many words with literary associations, and a con 
spicuous use of parallelism, balance, and climax 

Generally the reunion had been several hours undci way before Camila 
was able to join them after her performance at the theatre She would 
arrive towards one o’clock, radiant and bejewelled and very tired The 
four men received her as they would a great queen For an hour or so 
she would carry the conversation, but gradually reclining more and more 
against Don Andies’ shoulder she would follow the talk as it flitted from 
one humoious lined face to the other All night they talked, secretly com- 
forting their hearts that longed always for Spam and telling themselves 
that such a symposium was after the manner of the high Spanish soul 
They talked about ghosts and second-sight, and about the earth before man 
appeared upon it and about the possibility of the planets striking against 
one another, about whether the soul can be seen, like a dove, fluttering 
away at the moment of death, they wondered whether at the second coming 
of Christ to Jerusalem, Peru would be long in receiving the news They 
talked until the sun rose, about wars' and kings, about poets and scholars, 
and about strange countries Each one poured into the conversation his 
store of wise sad anecdotes and his dry regret about the race of men The 
flood of golden light struck across the Andes and entering the great window 
fell upon the piles of fruit, the stained brocade upon the table, and the 
sweet thoughtful forehead of the Pcrichole as she lay sleeping against the 
sleeve of her protector There would ensue a long pause, no one wishing 
to make the first move to go, and the glances of them all would rest upon 
this strange beautiful bird who lived among them — Thornton Wilder, 
The Badge of San Luts Rey, pp 179-80 

The second paragraph shows a full and careful development of an 
idea, a comparison between the French and the Russian revolutions 
It IS from a lecture before a university audience (at Yale) and shows 
some traits of academic English though it is more forceful and more 
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graceful than most academic prose. (Note the rhythm of the last 
sentence.) 

And now, in our day, the first act in the social revolution, accompanied 
and sustained by the communist faith, has just been staged in Russia Be- 
tween the Russian and the French revolutions, as between the democratic 
and the communist faiths, there are no doubt many points of difference, 
but what concerns us is that the differences, in the long view, are probably 
superficial, while the similarities are fundamental If we, the beneficiaries 
of the French Revolution, fail to note the similarities, it is because we are 
easily deceived by a slight difference m nomenclature (for “people” read 
“proletariat,” for “aristocrats” read "‘'bourgeoisie^' for “kings” read “capi- 
talistic government”) , and we are more than willing to be deceived because 
we, the beneficiaries of the French Revolution, would be the dispossessed of 
the Russian Revolution should it be successful throughout the western world 
Like Diderot’s Rameau, we are disposed, naturally enough, to think, “The 
devil take the best of possible worlds if I am not a part of it ” But what- 
ever we think, the plain fact is that the Russian Revolution which menaces 
us, like the French Revolution which destroyed the possessing classes of the 
Old Regime that we might succeed them, is being carried through in behalf 
of the dispossessed classes It aims at nothing less than the establishment 
of liberty and equality (“true liberty and equality” this time, of course) in 
place of tyranny and exploitation For the accomplishment of this object 
It employs, deliberately, as a temporary but necessary measure, a dictatorship 
of the faithful similar to that which functioned in ^93 And the Bolsheviks 
who control the Council of Commissars, like the Jacobins who controlled 
the Committee of Safety, regard themselves as the fated instruments of a 
process which will inevitably, in the long run, break down the factitious 
division between nations by uniting all the oppressed against all oppressors 
“If cabinets unite kings against the people,” exclaimed Isnard in 1792, “we 
will unite peoples against kings ” Similarly, the Bolshevik leaders, following 
Karl Marx, call upon the “proletarians of all countries” to unite against 
all bourgeois-czipitAisl governments The Russian is most of all like the 
French Revolution in this, that its leaders, having received the tablets of 
eternal law, regard the “revolution” not merely as an instrument of political 
and social reform but much more as the realization of a philosophy of life 
which being universally valid because it is in harmony with science and 
history must prevail For this reason the Russian Revolution like the French 
Revolution has its dogmas, its ceremonial, its saints Its dogmas are the 
theories of Marx interpreted by Lenin The days which it celebrates are 
the great days of the Revolution Its saints are the heroes and martyrs of 
the communist faith In the homes of the faithful the portrait of Lenin 
replaces the sacred icons of the old religion, and every day the humble build- 
ers of a new order make pilgrimages to holy places — Carl L Becker, The 
Heavenly City of the Eighteenth-Century Philosophers, p 163 

Corresponding to the shoptalk and slang of informal English, there 
are conspicuously formal types within formal English There are 
some highly individual styles in literature that require detailed study 
for their understanding because of unusual use of words and uniquely 
personal associations of the words and various departures from the 
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typical patterns of current English. There are the quite different styles 
characteristic of scholarly and scientific writing, in which a precise and 
specialized vocabulary is employed (at its best) in a compact and im- 
personal form of statement And beyond these are two sorts of abuses 
of formal English the cumbersome, archaic, and highly repetitious 
language of most legal documents; and the pretentious, abstract, and 
equally repetitious style of some bad academic writing and of much 
of the official wilting of government and business, popularly and 
appropriately known as gobbledygook *Big words and pompous 
statement of simple matters do not constitute proper formal English 
but only an abuse of it 

The usefulness of formal English, as of other levels of English, 
depends upon appropriateness — appropriateness to the writer, to the 
subject, and to the reader. Students, like their elders, often write more 
formally than their subjects require, but they need to remember that 
formal English is appropriate for much mature writing and that as 
educated people they should be able to understand and to appreciate 
Its qualities, and on occasion to use it Especially those who are going 
into the professions of law, ministry, medicine, teaching, and science 
and those who are going to play a part in public affairs as editors, as 
publicists, or as intelligent and influential citizens need to be able to 
write with sufficient dignity to reach their colleagues. 

2c. Vulgate English. The two previous levels of English are 
used in carrying on public as well as private affairs and are character- 
istic of people of some education or at least of those who accept as 
standard the usage of editors and public speakers, which is the basis 
of school instruction. The everyday speech of many people, rela- 
tively untouched by this tradition, makes up the third “level” of 
English, which we are calling vulgate English, the name popularized 
by H L. Mencken in The American Language and given in Web- 
ster's International Dictionary as the third sense of vulgate^ “vulgar 
speech or language”^ 

This speech level is a very real and very important part of the 
English language and is studied by linguists with the same seriousness 
with which they study the formal and informal levels It is not made 
up of lapses from any brand of reputable or standard English but is 
a different development from the same language stock, representing 
a selection of sounds, words, forms, constructions made under differ- 

^See Leonard Bloomfield, “Literate and Illiterate Speech,” American Speechy 1927, 2 
432-39, Fries, Mencken 
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ent social conditions. It works very well in carrying on the private 
affairs of millions of people and is consequently worthy of study and 
of respect. That it is not used in business, government, or literature 
is due to social rather than to linguistic causes. It is not ordinarily 
printed, since, for various historical and social reasons, the printed 
language is a selection of words, forms, and constructions now con- 
sidered appropriate to public affairs. 

Vulgate English is in many respects different from formal and in- 
formal English, most conspicuously perhaps in the use of pronouns 
and verb forms and in the free use of localisms Many of its words 
have a longer history in English than the more genteel words that 
have replaced them in “society” sttn\ (instead of stench or smell or 
odor)^ and the like. Many of the forms and constructions have a con- 
tinuous history back to a time when they were reputable* Chaucer 
could use a ^double negative occasionally, ant {are not) and you was 
were reputable in the eighteenth century, what is wrongly referred 
to as “dropping the g” in words ending in -tng is a continuation of 
an original participial ending Many other features of vulgate Eng- 
lish are equally natural developments of the language that by some 
accident of dialect or other circumstance did not become adopted in 
more formal English. 

Vulgate English is of course primarily spoken Its forms (like 
dasisent^ scanty he doni) are not particularly conspicuous when we 
hear them spoken rapidly and with appropriate, not exaggerated, em- 
phasis It appears in many radio programs, in plays, and in the con- 
versation of stories. It is used in many comic strips, where it is 
often intensified, for genuine speakers of vulgate would not use so 
many double negatives, for instance, as some comic-strip characters 
are made to Occasionally a vulgate proverb or formula is drawn on 
in informal writing 

Them’s hard words, Mr Hutchins They won’t appeal to the fathers 
of two-hundred-pound, six-foot-two halfbacks — John R Tunis, “Who 
Should Go to College^” I^dtec' Home Journal, Sept 1938 

The monolog of the barber in Ring Lardner’s story ''Haircut'' is a 
fairly accurate representation of vulgate A few traits of pronuncia- 
tion are shown (though the of in “she’d of divorced him” has no 
relation to the preposition of but is a spelling of the normal contrac- 
tion of have — “she’d’ve divorced him”), adverbs without the 4y end- 
ing, seen for saWy beat her to //, and so on. 
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Jim didn’t work very steady after he lost his position with the Carterville 
people What he did earn, doin’ odd jobs round town, why he spent pretty 
near all of it on gin, and his family might of starved if the stores hadn’t 
of carried them along Jim’s wife tried her hand at dressmakm’, but they 
ain’t nobody goin’ to get rich makin’ dresses in this town 
As I say, she’d of divorced Jim, only she seen that she couldn’t support 
herself and the kids and she was always hopin’ that some day Jim would 
cut out his habits and give her more than two or three dollars a week 
They was a time when she would go to whoever he was workm’ for 
and ask them to give her his wages, but after she done this once or twice, 
he beat her to it by borrowin’ most of his pay in advance He told it all 
’round town, how he had outfoxed his Missus He certainly was a caution — 
Ring Lardner, “Haircut,” Roundup, p 25 

Schools carry on their work in the language of the upper social 
classes, formal or informal English Students who go into the pro- 
fessions, into many branches of business, and into most white-collar 
jobs continue to use more or less consistently the more formal lan- 
guage. Those who go into manual labor and the less well paid and 
less socially elevated jobs return to the use of vulgate English. Nat- 
urally and necessarily, though, their speech is gradually losing many 
of Its vulgate traits because of the increased number of white-collar 
jobs, the greater number of contacts between white-collar and other 
workers, and the increase of education. 

In the lower schools where the pupils are likely to be in daily con- 
tact with vulgate speech, it forms a serious problem At the college 
level It IS seldom a problem, though the speech of many college stu- 
dents IS more crude than their social standing would warrant and 
IS consequently a poor background for their writing. 

The objection to this level of speech should be clear It is not that 
Its grammar is “bad,” but that vulgate words and constructions are 
not appropriate to the readers for whom college students and college 
graduates try to write or to the subjects they are handling. Complex 
ideas and dignified subjects cannot be discussed adequately in the 
relatively limited vocabulary of vulgate English Vulgate is necessary 
in writing the conversation of many characters in stories, or at least it 
should be approximated, and it should be used occasionally to give a 
note of realism to portraits of real people who naturally speak it. But 
any other use of it must be judged by fitness When a locution in this 
book is marked “vulgate,” it should not be used except for good reason 
A realization that current English is made up of these principal 
“levels” and their varieties is the basis of a realistic approach to our 
language. Observation both by listening and by reading will develop 
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further the outline given here and serve as a background for deter- 
mining what IS Good English as discussed in Chapter 3. It is of 
course necessary to remember that a good deal of the language is in 
general use in all levels and that though the levels have identifiable 
characteristics, they are not mutually exclusive. The language of a 
person tends to fall into one level or another, but he usually has a 
considerably larger range, and certainly an educated person should 
draw on as large a part of the total language as his experience 
permits. 


3. Variations due to time 

The variations in our language due to time are less of a problem 
in speaking or writing than those due to circumstances of use It is 
natural that a language used by millions of people over centuries 
should change, slowly and perhaps imperceptibly. We know from 
reading older literature that our language has changed a good deal in 
the centuries during which it has been written down.^ A play by 
Shakespeare needs a good many notes to tell us what the words meant 
to the people who heard them over three hundred years ago If we 
go back far enough, English seems like a foreign language, though 
we recognize in the older forms the ancestors of some of our current 
words Language changes as naturally as other customs do — in clothes, 
food, literary fashions, government 

The forms and meanings of words, pronunciations, and gram- 
matical constructions can be classified in four groups according to 
their standing in time from the point of view of the present 

Obsolete Once current but no longer in use 

Archaic Disappearing from use, used occasionally or under certain cir- 
cumstances 

Current The great body of English that can be used without attracting 
attention as being either new or old 

New Newly coined words, popular or scientific, new meanings of old 
words, fresh slang, recent borrowings from other languages, revivals of 
old words, new idioms 

Obviously these groups are relative — it is hard to draw a definite 
line between obsolete and archaic, or to tell when a word or construc- 

^For further discussion, sec histones of the English language, especially Baugh, and 
Robertson, Otto jespersen, Growth and Structure of the English Language (various edi- 
tions), Kennedy, i 13, McKnight, Chapter 27, Oxford English Dictionary 
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tion IS sufficiently uncommon to be called archaic. But about the great 
majority of words, the current words, there can be no question. 

3a. Obsolete expressions. Turns of expression that have com- 
pletely disappeared from use offer little trouble. There is no tempta- 
tion to refer to a bottle of hay, or to use can in the sense of “know,” 
or \ind for “family” or “blood-relationship ” Dictionaries contain 
many obsolete words to help us read older literature or enter into the 
life of past times. But since Webster’s Dictionary marks “Obsolete” 
only words for which no evidence of use since 1660 could be found, 
obviously It includes and marks as “Archaic” many words which are 
practically obsolete 

3b. Archaic English. Words are disappearing from use con- 
tinually, in part because of changes in living that make them no 
longer necessary — as people no longer travel by the method that used 
to be known as ride and tie, men no longer wear ru^s or even 
dusters, few people easily understand “The proof of the pudding is 
m the chewing of the pudding string” because proof is not generally 
used in the sense of test and puddings are seldom made m bags now 
Fashion or taste drives out some words or some senses of words, as 
betrothed has given way to * fiancee, ]ape to jo\e, admire is no longer 
used in the sense of “wonder ” And some words become less expres- 
sive as they lose their suggestiveness, like particolored Constructions 
change as well as words, as in the use of ^infinitives and ’^participles 
and the ^subjunctive mood Changes in pronunciations sometimes 
affect phrases, as the pronunciation of the h sound in histotical leads 
to the use of a historical instead of an historical 

Archaic language survives in certain situations, conspicuously in 
church services which still employ thou, and in many words from the 
Bible and the Book of Common Prayer Some words have been as- 
sociated with a certain tradition of poetry, but recent poets of im- 
portance have been able to express themselves in the current language 
(or have even experimented beyond the typical current vocabulary) 
Beginners in verse need to be warned against yesteryear, olden, 
o'er, wight, and other archaic words which often stamp their work as 
amateur 

A few archaic or even obsolete woids survive in set phrases, such 
as “much a Jo,” “in good steady" and many are preserved in unedu- 
cated speech after they have disappeared from more general English 
Eat (et) for the past of eat (et), you was in the singular, accept of, 
and the ^double negative were all once in general and reputable use 
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A good many words replaced by genteel expressions in polite speech 
survive in uneducated English, and many used only in a definite 
locality are archaic {unbeknownst^ cheapen in the sense of “bar- 
gain for”) 

In conspicuously formal style many older locutions are found — 
twatn^ deem^ therein^ wherein^ whereupon, whosoever, methinhj, 
erstwhile, albeit, and so on. By no means all of these are labeled 
“Archaic” or “Rare” m dictionaries, though they have passed out of 
the main current of English Their use is not one of the essential or 
even agreeable features of formal English. 

Archaic words are still thought by some to be an easy form of 
humor — so that writers for college comics and some others fall back 
on quoth and wight and steed This is part of the elephantine levity 
that leads to pompous and boring writing, and fortunately the style 
IS disappearing 

In college writing there are few excuses foi archaisms, except occa- 
sionally to preserve the flavor of a past time, as in a historical paper, 
English majors especially need to remember that though their read- 
ing may be in the sixteenth or the nineteenth centuries, they are speak- 
ing and writing for the twentieth The archaic style of their reading 
may pass over into their writing if they do not keep in close touch 
with current literature 

3c, Current English. Whether or not words and constructions 
are current rarely raises any question They are the expressions we 
hear around us daily, that we find in reading magazines and recent 
books Observation of current speech and present-day writing is a 
safer guide to which woids are current than aie dictionaries, because 
a great many words that the dictionaries do not label “Archaic” or 
“Rare” actually are used very seldom in writing, and almost never in 
conversation Words, constructions, and “style” change somewhat 
even from generation to generation The last forty years has seen the 
addition of many words, the dropping of many from general use, and 
a tendency toward more concise idioms and constructions, as com- 
pared with nineteenth-century style This Guide and Index describes 
our current language It can help develop your observation of the 
usable body of English and perhaps help increase your sensitiveness 
to what IS best in contemporary usage When you write naturally, 
fiom your observation of language, you usually write current Eng- 
lish, and you should aim for no other kind. In the 1950s write for 
the 1950s. 
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3d. New words and constructions. People used to shy away 
from new words until they had “proved themselves a permanent part 
of the language.’* Dictionary editors watch new words in books and 
magazines and include them if they continue to be used But users 
of the language need not be so hesitant. The use of a word should 
depend on its fitness rather than on its passing a probationary period, 
and acceptance by a dictionary should be a result of use. Obviously 
the name of a new invention or of a new social situation is needed 
immediately and should be freely used, though there may be a ques- 
tion of Its exact form, as in ^airplane — aeroplane ^ There need be no 
hesitation about words like televise^ blttzl^rteg, draftee^ sit-down strt\e^ 
candid camera^ newscast. Such words come from a need to name 
something. Some words for a time are overused, like streamlined 
and stocl{pile at present, but their life is usually short. It is wise to 
hesitate before adopting new words for things that have already 
been named This is especially true of the large number of abstract 
words that higher education and specialization in occupations seem 
to be substituting for common activities and situations, such as recrea- 
tional facilities y urban area^ causal factors (See Chapter 12, § Ic, 
“Big words ”) 

New words make their way rather slowly into more formal literary 
usage. But most writers today take a new word whenever it fits their 
meaning of it and is appropriate to their type of writing and will not 
trouble their readers Occasionally they may even com a word to 
serve their purposes A number of the articles in this Guide and 
Index treat specific points from the frontiers of usage, especially in 
the written language. 

4. Variations due to place 

In describing variations of language due to time it is easiest to draw 
illustrations from written words; in describing variations due to place 
we can also give examples of pronunciation and idioms, since we 
can observe them in the speech of people we meet. 

No language is spoken exactly the same way in all parts of the 
country or countries m which it is used We can easily spot an 
Englishman because some of his sounds and some of his words and 
constructions are different from those that we are used to in the 

^American Speech keeps track of new words, and each year The Saturday Review of 
Literature has an article on them by Allen Walker Read 
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United States. We can also tell very often what part of our country 
a person comes from by listening to him talk, or at least we can be 
sure that he comes from some other region than our own. These 
differences in words, sounds, stress, phrasing, and grammatical habits 
that are characteristic of fairly definite regions are called dialects^ or 
more accurately, a dialect is speech that does not attract attention to 
Itself among the residents of a region Every one of us speaks a dia- 
lect, or several dialects. A pronunciation, a word or meaning of a 
word, or an idiom that from natural and usually traceable historical 
reasons is current m one region and not in others is called a pro- 
vtnctaltsm or a localism ^ 

Dialects exist because of the separation of groups of speakers They 
are not peculiar to backward regions, for the “Oxford accent” forms a 
minor dialect and the people of Boston and of New York speak dif- 
ferently from their neighbors Nor do dialects depend upon lack of 
education or social standing An educated, as well as an uneducated. 
Westerner will speak somewhat differently from a Southerner or New 
Englander of a similar degree and quality of education A dialect 
may show traits of differing British dialects spoken by early settlers 
or of foreign languages spoken by large numbers of people in the 
region, as in sections of Pennsylvania or in the Scandinavian sections 
of the Middlewest It may show traits of a neighboring language or 
of earlier settlement the dialect of the Southwest contains Spanish 
elements; New Orleans, French elements, and New York and the 
Hudson Valley, Dutch elements. Such dialects of course may be 
spoken by the people of the region regardless of their own ancestry. 

4a. Dialects in the United States. There are recognizable dia- 
lects in the United States, but we should realize at the outset that they 
show fewer differences than would be expected in a country of such 
size, many fewer than are shown by the dialects in much smaller 
Great Britain. The relative freedom of movement of the American 
people, transportation facilities that have prevented even the Rocky 
Mountains from marking a linguistic boundary, the educational sys- 
tem, the circulation of national magazines and of books, and more 


^ Sec Baugh, Chapter 11, especially % 250, Bloomfield, Chapter 19, Dictionary of Amer- 
ican English, Otto Jespersen, Mankind, Nation and Individual from a Linguistic Point 
of View (Oslo, 1925), G P Krapp, The English Language in America (New York> 
1925), pp 225-73, Linguistic Atlas of the United States and ^Canada (in progress); 
Mencken Many articles in the magazine American Speech record facts of various 
American dialects Linguaphone album L-19 has recordings of twenty four Ameri- 
can dialects. 
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recently the radio — all keep people who are thousands of miles apart 
speaking substantially the same language. 

Three major American dialects are recognized Eastern (New 
England and a strip of eastern New York), Southern (south of 
Pennsylvania and the Ohio River, extending west of the Mississippi, 
into Texas), and Western, the most extensive of the three, sometimes 
called General American (or Northern in Kenyon and Knott) Minor 
dialects exist within these three main dialects, as in the Ozarks, or in 
New York City, but the differences between the speech of California 
and Illinois are fewer than the differences between either of these and, 
say, Virginia or Massachusetts. As a result of the work being done 
on The Linguistic Atlas of the United States and Canada^ the 
boundaries of these dialects are being more exactly drawn, subdivi- 
sions indicated, and lines of influence between areas shown. Roughly 
one twelfth of the population speaks Eastern, one sixth Southern, 
and three fourths Western or General American 

A professional student of the English language observes many 
differences in pronunciation, words, and idioms between these regions 
that the ordinary person might miss, but some traits are obvious 
enough to be sensed by anyone Some eastern New Englanders use 
a broad a (ask, grass, past) where most Americans have short a, 
they usually slight r (ban for barn)^ though they may sound an r 
where there is none in the spelling (idear of) A Westerner has a 
distinct, perhaps even a piolonged, r and usually says a in words 
spelled with o pand — pondy hat — hoty and so on A Southerner usu- 
ally omits his final r (as in suhy the popular spelling of stry and in 
words like door — do, or do'3). His long i has an a quality as in the 
popular spelling Ah for / East Sicje New York has its distinctive 
sounds, as in goil {girl) And so on Besides these typical vowel 
sounds, the regions have their characteristic stress and speech rhythm 
In vocabulary, different words will be found for many common 
objects* Which of the following is used in your locality, or is some 
other word used? 

bag — sack — poke 

piazza — porch — stoop — veranda 

griddle lifter — lid lifter — stove handle — stove hook — stove lifter 
doughnut — fried cake — cruller — fat cake 
gumshoe — overshoe — rubber 

sour milk — clabber — clabbered milk — loppered milk 
sec saw — teeter totter — teeter board 

The accompanying map shows several words that are used within 
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the relatively small limits of New England for the common earth- 
worm angleworm^ angledog^ easworm (for eastwoim)^ fish worm. 
In other regions it is known by some of these names and by others 
as well 


DIALECT CHART FOR “EARTHWORM' 
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From Handbook of the Linguistic Geography of New England, p 38 


Besides these varying names for common objects, each region has 
special words for local features of the landscape or for occupations 
that are more or less local coulee^ hogbac\, sierra^ mesa, mesquite, loco 
{weed), ptnon, shang {ginseng), mule sl{tnner, vara (a surveyor’s 
measure in the Southwest), rodeo, fattening (food for hogs) 

Besides pronunciations and special words, there are a good many 
local idioms, like the Southern “I would Itl^e for you to do it ” Con- 
spicuous are those that show the influence of forciign languages, like 
“I’m going to catch me some supper” and those of Pennsylvania 
German-English He is going away, not The potatoes are all Never 
mind. It don’t make [doesn’t work]. The paper wants ram tomorrow. 

Increased travel, education, and reading are probably reducing the 
dialects of the United States just as they are blotting out the dialects of 
Great Britain Words peculiar to a local terrain or to local occupa- 
tions will probably survive, since they fill a real need and usually have 
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no equivalents in other dialects. The vogue of plays and stories with 
strong local flavor and of radio programs that grow out of homely 
New England, Southern, or Western backgrounds is familiarizing 
all parts of the country with a great deal of local usage. It may be 
that this public use of localisms will make one region more tolerant 
of the language of others, and it may very well introduce into general 
use words formerly characteristic of a particular locality. 

4b. Appropriateness of localisms in speaking and writing. 
Localisms are of course especially characteristic of conversation and 
of writing between friends, and they play a larger part in uneducated 
than in educated usage Still, the speech of a Westerner, a Southerner, 
and a New Englander of equal education and social standing will 
show distinct differences. People’s attitudes toward the use of local- 
isms vary greatly. Some believe that they should be weeded out, 
others believe that a person should retain as much as possible of the 
flavor of his native speech. It is a problem each person will have to 
settle for himself, on the basis of appropriateness and effectiveness 
Conspicuously formal writers tend to avoid localisms Their words 
come characteristically from the general or specifically formal parts of 
the vocabulary; distinctive localisms would be used only for special 
effects, and might be apologized for by being placed in quotation 
marks The pronunciation of most really formal speakers tends to 
approximate Eastern usage or some sort of stage English There are 
of course all sorts of variations and frequently, as in political oratory, 
the style may be formal and the pronunciation local. 

In informal English, of course, localisms have more place An 
educated person will tend to shed the more conspicuous local pro- 
nunciations of his youth and he may. have little occasion to use purely 
local words But conscious effort to change his speech to a different 
pattern will often result in an unhappy combination of elements from 
both. Natural, gradual, unconscious change is best. 

Localisms are necessary to narrative, both in histones and in stories 
md plays. this description of a meal from a novel of 

Florida: 

There were poke-greens with bits of white bacon buried in them, sand- 
buggers made of potato and onion and the cooler he had found crawling 
yesterday, sour orange biscuits and at his mother’s elbow the sweet potato 
pone He was torn between his desire for more biscuits and another sand- 
bugger and the knowledge, born of painful experience, that if he ate them, 
he would suddenly have no room for pone The choice was plain — 
Marjorie Kinnan Rawlings, The Yearlings p 12 
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Localisms often bring a fresh, personal note into discussions of ideas. 
Obviously in speaking or writing for a definite audience, local terms 
are appropriate if they are used naturally. 

In college writing the same test of fitness applies. Many young 
people first become conscious of their native speech when they go 
away to school or college. They should study their speech if it attracts 
attention, but they should not abandon it )ust because classmates 
remark about it They should try to find what in it is appropriate 
and effective and what seems to defeat easy communication But we 
should hate to see everyone’s speech smoothed to the colorless, place- 
less tones of a chain radio announcer. Localisms are usually out of 
place in strictly academic writing, term papers, and so on, but in 
more personal papers, as in a composition course, they may help give 
a pleasing individual note Their expressiveness and appropriateness 
will be sufficient reasons for their use. 

Even this brief sketch suggests something of the range and the 
tremendous resources of the English language available to anyone 
speaking and writing today. It offers the means for conveying any 
subject to any desired readers — but the language itself does not do 
the job The individual speaker or writer — either automatically or 
consciously — chooses the sort of language he will use and handles it 
with what skill he may have. No one speaks or writes the same way 
at all times He faces different situations and has different purposes 
and adapts his language to them 

Because of the social pressure, especially on young people, for using 
a certain standard of language as it is crystallized in school, it is easy 
to become too conscious of the form of our expression and even to 
lose confidence One sort of defense, especially common in school 
work, IS to play sage, to turn our backs on our natural speech and to 
use English that we think is better because it has “bigger” words and 
more formal constructions than we ordinarily use. Granted that we 
can all improve our powers of communication, we are likely to do so 
not by assuming a quite different way of talking or writing but rather 
by capitalizing on and extending the successful qualities we already 
have, bringing them more in line with general usage if necessary. 

We all use English now with a good deal of effectiveness in the 
situations in which we feel most at home. The xeason for studying 
English further is to increase our confident control, first in the broad 
informal area of the language and then in any other strands for 
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vhich we may have a concern or a practical use. It is a simple process 
>£ continuing a natural growth begun in infancy, one that will con- 
mue as long as we have any lively contact with other people. 


Suggested study and writing 

These exercises are to give you practice in observing and describ- 
ing the varieties of English with which you come in contact The 
first six exercises may be used for classroom discussion, exercise 7 
Eor preparation and discussion in individual conferences, and ex- 
ercises 8, 9, and 10 for written assignments 

1. Analyze the language in each of the following sections Com- 
ment in detail on the use of words localisms, dialect, foreign words, 
or standard American; formal, informal, or vulgate Indicate any 
expressions that seem unusual to you or that are not in keeping with 
the tone of the rest of the passage. 

1 1 We shall all agiec that the fundamental aspect of the novel is its 

story-telling aspect, but we shall voice our assent in different tones, and it 
s IS on the precise tone of voice we employ now that our subsequent con- 

4 elusions will depend 

5 Let us listen to three voices If you ask one type of man, “What does a 
« novel do^” he will reply placidly “Well — I don’t know — it seems a funny 

7 sort of question to ask — a novel’s a novel — well, I don’t know — I suppose 

8 It kind of tells a storv, so to speak ” He is quite good-natured and vague, 

0 and probably driving a motor-bus at the same time and paying no more 
10 attention to literature than it merits Another man, whom I visualize as on 
na golf-course, will be aggiessive and brisk He will reply “What does a 
12 novel do^ Why, tell a storv of course, and I’ve no use for it if it didn’t 
18 I like a story Very bael taste on my part, no doubt, but I like a storv 

14 You can take your art, you can take your literature, you can take your music, 

15 but give me a good story And I like* a story to be a story, mind, and my 
i« wife’s the same ” And a third man he says in a sort of drooping regretful 

17 voice, “Yes — oh, dear, yes — the novel tells a stoiy” I respect and admire 

18 the first speaker I detest and fear the second And the third is myself 

19 Yes, oh, dear, yes — the novel tells a story That is the fundamental aspect 

20 without which It could not exist That is the highest factor common to all 
^ novels, and I wish that it was not so, that it could be something different — 
22 melody, or perception of the truth, not this low atavistic form — E M 

Forster, Aspects of the Novell pp 44-45 

1 2 It ain’t that he’s surly I seen him kindhearted often One time I had 
j to climb in the hack, run an errand around Fifty-ninth It was about seven 
a p M and when I got into the cab what was in the seat but a scooter, two 
4 dolls, and three tops “What the hell is this?*’’ I says to Grady “Oh, never 
a mind them,’’ he says, “the McNally kids were playing house in the cab, 

6 leave the kids’ things alone ’’ Grady wouldn’t stop kids playing house in 

7 the cab He’s kindhearted 
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8 But Grady’s even worse than I told you about regarding the cab as a 

9 private affair of his own and not something for every Tom, Dick, and 

10 Harry to get into that’s got a couple of bucks and wants to be taken some- 

11 place I’ve seen guys get into the cab while Grady was sitting in it, dopey, 

12 and not seeing them get in, and you ought to see Grady then He steps on 

13 the starter without turning on the switch and it makes a discouraging noise, 
u whirrrrrrrr, and of course the engine don’t start Grady looks around his 

15 shoulder at the stranger while he does this a few times and the stranger 

16 finely gets out and looks for another cab Grady’s tickled to death and 

17 turns back to reading the intelligence test in the News The intelligence 

18 test is a favorite of his, especially if it’s got geography in it — John Mc- 
Nulty, Third Avenue, New YorJ^ Originally published in The New Yorl(et 

1 3 In research centers, individual wishes for recognition are implemented 

2 by administrative imperatives, so that the intensity of competition and the 
8 large number of competitors multiply enormously the real and alleged con- 

4 tributions to the advancement of learning That a strong emphasis upon 

5 scholarly productivity results in tremendous positive values from leading 

6 universities is generally known That it also interferes with the performance 

7 of other functions and in marginal cases produces flamboyancy, exhibi- 

8 tionism, quantitativeness without regard foi quality, and other results in- 

9 directly inimical to knowledge itself is not so generally acknowledged 

10 The patterning of higher education is such that even tor those (the ma^or- 
n ity) who will engage primarily in teaching, graduate training means research 

12 training When the social structures, functions, and evaluative methods of 

13 leading universities are indiscriminately copied in all sorts of institutions, 

14 chaotic consequences are inevitable Equally productive of personal and 
ir, institutional disorganization are the unstudied procedures imposed by ad- 
16 ministiative whim or faculty sentiment To offset the wasteful division of 
1 - laboi and haphazaid evaluative methods found in the present anarchic 
18 state of affairs, it is unquestionably high time that faculty committees as 
10 well as administrative ofheers should base then proposals and actions upon 
26 3 moie objective knowledge of social organization — Log\n Wilson, “The 

Functional Bases of Appraising Academic Performance,” \merican Asso- 
ciation of Univeisity Ptotessors Bulletin, Oet 1941, 27 449 

1 4 Well, right in front of me, in the gi ind stand that day, there was a 

2 fellow with a couple of girls and they was about my age The young fellow 
8 was a nice guy, all light He was the kind maybe that goes to college and 
4 then comes to be a lawyer or maybe a newspaper editor or something like 
B that, but he wasn’t stuck on himself There aie some ot that kind all right 
6 and he was one of the ones — Sherwood Andfrson, “I’m a Fool,” Hones 

and Men 

1 5 I was on the fatiish side as an infant, with a scow-like beam and 

2 noticeable jowls Dr C L Buddenbohn, who fetched me into sentience at 
89 pm, precisely, of Sunday, September 12, 1880, apparently made a good 
4 (though, as I hear, somewhat rough) job of it, despite the fact that his 
6 surviving bill, dated October 2, shows that all he charged “to one confine 

6 merit” was ten dollars The science of infant feeding, in those days, was as 

7 rudimentary as bacteriology or social justice, but there can be no doubt that 

8 I got plenty of caloiies and vitamins, and probably even *an overdose There 

9 is a photograph of me at eighteen months which looks like the pictures the 

10 milk companies print in the rotogravure sections of the Sunday papers, 
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11 whooping up the zeal of their cows If cannibalism had not been abolished 
1 * in Maryland some years before my birth Fd have butchered beautifully. 

1 * My mother used to tell me years afterward that my bulk often attracted 
14 public notice, especially when it was set off dramatically against her own lack 
ifl of It, for she was of slight frame and less than average height, and looked, 
i« in her blue-eyed blondness, to be even younger than she actually was Once, 

17 hauling me somewhere by horse-car, she was confronted by an old man 

18 who gaped at her and me for a while with senile impertinence, and then 
18 burst out* “Good God, girl, is that baby yours?" This adiposity passed 
ao off as I began to run about, and from the age of six onward I was rather 
a skinny, but toward the end of my twenties my cross-section again became a 
aa circle, and at thirty I was taking one of the first of the antifat cures and 
as beating it by sly resorts to malt liquor — H L Mencken, “Introduction to 

the Universe,** Happy Days, 1880-1892^ pp 6-8 


Additional passages for analysis may be found in the illustrative 
paragraphs throughout the Guide. 

2 . Arrange the following words in groups according to your 
judgment of the level in which they are characteristically used. Refer 
to a dictionary if necessary. (Study table showing levels of usage 
on page 40.) 


allocate 

flashback 

photon 

albeit 

goon 

picayune 

baby sitter 

gotta 

quest 

bail out 

hostelry 

scads 

cinema 

hellion 

side meat 

corny 

home 

smog 

coulee 

huckster 

soap opera 

cram 

invertebrate 

spheroid 

cultus 

jalopy 

teleran 

dicker (verb) 

kibitz 

tort 

esoteric 

k o 

utopian 

fellow-traveler 

monetary 

victuals 


3 . Classify the following words as formal or informal List an 
appropriate synonym for each word in the other level 


ad lib 

autumnal 

blurb 

bobby soxer 

bovine 

coop 


dipsomaniac 

dirt-cheap 

gloaming 

gnarled 

job 

little 


often 

onus 

poliomyelitis 

scared 

swank 

tycoon 


4 . You might say any of the following in talking. How would 
you write the equivalent idea more formally? 

1 The man's here to fix the radio 

2 Most always she does what she’s told. 

3 Who do you want to talk to? 
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4 Engraving is when the letters are raised up so you can feel them with 
your fingers 

5 Hold on tight when we hit the curve 

6 You can’t help but like our neighbors 

7 He was crazy about fishing, but never seemed to catch one. 

8 “By gosh,” the coach chuckled, “it’s him again ’’ 

9 Come any time you want to 

10 The catcher stands in back of the home plate 


5 . Study the following Index articles and be prepared to discuss 
the positions these words hold in our language. 


*can’t help (but) 
•depot 
•drunk 
•due to 

•either (pronunciation) 

•enthuse 

•faze 

•fix 

•height — heighth 


•inside (of) 

•let (leave) 

•like (as) 

•no account 

•pants 

•plenty 

•put in — put across 

•show up 

•try and — try to 


6 . The following poem, reprinted from Hyder Edward Rollins’ 
edition of TotteVs Miscellany^ was written in the sixteenth century. 
Read it through first to get the meaning; then point out word forms 
that differ from modern usage Notice differences in spelling Consult 
an unabridged dictionary for the meaning of “feater” (line 5) and 
the Oxford English Dictionary for the sense in which “luglymg” 
(jugling) (line 6) and “kmttying” (line 7) are used. 


Of a new maned Student 

A student at his boke so plast, 

That welth he might haue wonne 
From boke to wife did flete in haste, 
From wealth to wo to runne 
Now, who hath plaied a feater cast, 
Since luglying first begoon!^ 

In kmttying of him selfe so fast, 
Him selfe he hath vndoon 


7 . Answer these questions indicating the bearing they may have 
on your present use of English 

a) Where did you grow up^ 

b) What places have you lived in long enough to have some 
impression of the language used in them? 

c) Are you conscious of any specific influences on your speaking 
and writing — particular people, teachers, books, English courses, 
work? 
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d) Characterize your typical speech and your typical writing in 
terms of regional English and in terms of levels of usage. If your 
speech deviates from general usage, give examples of words, pro 
nunciations, and constructions which you habitually use 

e) What foieign languages, ancient or modern, do you know 
something of (and about how much) ^ 

f) What kind of books and what writers do you read from prefer- 
erence ? What periodicals ^ 

g) Do you regularly read a newspaper ^ What sections (including 
comic strips) ? 

8 . Copy from a book or magazine, giving full reference to its 
source, a good paragraph showing either formal or informal usage. 
In the margin comment briefly on any distinctive words or construc- 
tions. 

9 . See ^Newspaper English. Write an analysis of the language 
used in different sections of a large metropolitan newspaper in the 
editorial, financial, and sports pages, in the women’s sections and 
amusement pages List examples of journalese, technical teims, shop 
talk, slang What different levels of usage do you find in the letters 
to the editor-^ Among various comic strips^ 

10 . Keep a speech notebook and write down characteristic 
campus expressions, slang, phrases, pronunciations A method of re- 
cording usage is illustrated in the Index article ^Linguistics, <^2. 
When you have gathered sufficient material, write a papei on the 
student speech at your college Comment on differences you have 
observed between the levels of speech used by college students inside 
the classroom and outside 
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CHAPTER 


3 


Good English 


TOPICS OF THE CHAPTER 

1 Language as behavior 
2. The basis of Good English 

2a Limits of Good English set by the purpose of 
communication 

2b Further limits of Good English set by social 
attitudes 

2c Personal, editorial, and puristic standards 

3 Appropriateness to purpose and situation 

3a Choice of level of usage 

3b Choice between personal and impersonal styles 
3c Consistency in tone 

4 Appropriateness to listener or reader 

4a. Clearness 
4b Correctness 
4c Liveliness 

5 Appropriateness to speaker or wiiter 


standard English is an ever-changing and 
nevet -fully-attained ideal towaid which the entire 
Enghsh-^peal{tng lace is steadily stuving, but 
good English — 01 may we change the term to 
better English — is the aim and goal of every in- 
telligent ^peaJ^er of the language, just as better 
thinking IS always the desire of such a pet son 
— Arthur G Kennedy 

Our language is a sulky and inconstant beauty, 
and at any given moment it is important to \now 
what libeities ^he will permit — Cyril Connolly 






SUGGESTIONS FOR USING THE CHAPTER: Chapter 3/* Good English" 
rounds out the description of English in Chapter 2 by showing the prin- 
ciples that guide in selecting among the varieties of English, It should 
be tal^en with the preceding chapter, either in detail with exercises, or 
rapidly to get its general idea. 


T o A STUDENT OF LANGUAGE, all Varieties of English are equally a 
part of the language, and one variety is to be observed and 
studied as much as another. But to a user of English, as some 
of the comments in Chapter 2 suggest, the varieties are by no means 
equal. They differ in the impression they make on people and in the 
sort of ideas they can communicate. 

Every educated person naturally wants to speak and write what 
may be called “Good English,” just as he wants to “make a good per- 
sonal appearance” and to “be intelligent.” But the great range and 
diversity of the English language raise numerous questions about 
usage Realizing that there are differences in usage is the basis of a 
realistic and sensible approach to Good English, for then it becomes 
a matter of selection, of choosing the expression that is best for a 
speaker’s or writer’s specific purpose English is not ]ust good, it is 
good in a particular situation 

1. Language as behavior 

We can begin by looking at language as something we do, a part 
of behavior. It is much like the problems which face us in almost 
everything we do that comes under the eyes of others, in our man- 
ners, in the jokes we tell, in our food, in our living quarters, in our 
political ideas. In dress, to make the most convenient parallel, we 
gradually develop something we call taste or judgment, in part by 
mutating others, consciously or unconsciously, in part by consulting 
people who are supposed to know what is good form, in part by fol- 
lowing our own preferences in design and color and fabric. 
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RELATED CHAPTERS AND ARTICLES: 

Chapter 4, Problems tn English 
Grammar 

Chapter 9, Sentence Form 
Index articles treating various de- 
batable locutions, such as * Con- 
junctions^ *due to^ * Subjunctives 


^Experiment in English 

^Fundamentals 

* Grammar 

^Proofreading 

*Style 

^Styleboohj 


Dress varies according to the taste of the individual; it varies 
among classes of people and with their occupations and activities. 
Overalls are appropriate and necessary for a good deal of work. 
Clothes that would be out of place in an office or a classroom are 
quite in order on a tennis court, at a beach, or on a hike. For some 
occasions formal dress is definitely prescribed — at least for men, and 
for women, too, although their choice is less limited. But usually 
dress lies between the extremes of work or sport and formal clothes. 
It IS comfortable; it reflects something of the taste of the person who 
chooses It; it is in good taste and does not attract attention; it is ap- 
propriate to going about personal affairs, to work in stores and offices, 
to college classes, to informal social affairs The attractive possibilities 
of everyday costume offer much opportunity for individual choice 
and judgment. A person needs to have and to be able to wear sev- 
eral kinds of clothes, and he needs to know for what occasion each 
is appropriate. 

In language as in dress there are general expectations, conventions 
to be taken into account in speaking and writing, but there is also 
great leeway for personal choice. Anyone who is going to take his 
place in public, business, or social affairs needs to know the resources 
of the various sorts of English and when they can be profitably 
drawn on. On questions of English usage, we often consult books 
that can answer questions about language, especially dictionaries and 
handbooks. We can ask people who write well, and we can ask 
teachers who have made the study of our language part of their pro- 
fessional training. And we can always be watching what effective 
writers do, how the language is handled in the better books and maga- 
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zines This obseivation is especially important, because as in dress 
and in manners, more or less conscious imitation of those we like 
and approve of or wish to be associated with will bulk large in form- 
ing our own habits Few will ever write with real ease unless they 
listen and read a good deal and so unconsciously absorb the ways of 
their language by direct experience 

2. The basis of Good English 

There are, luckily, principles to help develop judgment m the 
use of Good English and to guide in forming habits of effective 
speaking and writing ^ Because we do not have a series of rules and 
prohibitions does not mean that “anything goes” or that there are 
not fairly definite goals toward which we can constantly move 
2a. Limits of Good English set by the purpose of communi- 
cation. Of course anyone may talk to himself or write for his own 
amusement or relief or he may wish to deceive or puzzle, and then 
his usage is his own affair And a writer may experiment as much 
as he wishes, as James Joyce and Gertrude Stem and others have 
done, creating for themselves a limited audience or cult that is willing 
to study out their meaning in spite of handicaps But the ordinary 
and principal function of language is effective communication, mak- 
ing someone understand or feel something that we want him to, or 
getting him to do something that we want him to 

This fundamental purpose in speaking and writing prevents usage, 
complicated as it is, from falling into chaos and so sets the broad 
limits of Good English We use words in the meanings they have 
acquired from their past use, and we try to make our statements m 
understandable patterns The language itself, says Professor Jesper- 
sen, “has developed through an infinite number of solutions of such 
problems of communication as arise every instant of our daily life ” 
From this point of view, Professor Fries defines the basis of Good 
English 

language is a means to an end, and that end is specifically to grasp, 
to possess, to communicate experience Accordingly, that is good language, 
good English, which, on the one hand, most fully realizes one’s own 


'Ballard, Chapters 9, 10, 11, Fries, Chapter 1 (an unusually good statement), 
Fries, The Teaching of English (Ann Arbor, 1949) Chapter 5, Otto Jespersen, Man 
kind^ Nation and Individual from a Linguistic Point of View (Oslo, 1925), Chapter 5, 
Krapp, Chapter 13, The Morals of Good English and Chapter 5, A Touchstone for 
English, Pooley, Part I 
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impressions, and, on the other, is most completely adapted to the purposes 
of any parUcular communication — C C Fries, What Is Good English? 

p 120 

In other words, so far as the language used furthers the writer’s 
intended effect, it is good, so far as it fails to further that effect, it 
IS bad, no matter how “correct” it may be 

2b. Further limits of Good English set by social attitudes. A 

person can make his meaning clear — at least if he doesn’t try to con- 
vey too complex matters — in any of several varieties of English, but, 
in any variety of English, he cannot meet on an equal footing all 
levels of society For various historical and social reasons vulgate 
IS frowned on in many quarters, though it works well enough in 
others. The use of what we have called informal and formal Eng- 
lish IS one of the requirements for admission to the “upper” social 
classes, along with certain expectations in income, living quarters, 
dress A person of sufficient intelligence and experience may be 
laughed at or snubbed because his speech is not quite what is ex- 
pected in a social circle in which he wishes to move 

Informal and formal English is the language of business, science, 
and literature, of public affairs in general It deserves perhaps to be 
called “standard English,” as Professor Fries defines it 

On the whole, however, if we ignore the special differences that separate 
the speech of New England, the South, and the Middle West, we do have 
in the United Slates a set of language habits, broadly conceived, in which 
the major maiteis of the political, social, economic, educational, religious 
life of this country aie cairicd on To these language habits is attached 
a certain social prestige, for the use of them suggests that one has constant 
relations with those who aie responsible for the important affairs of our 
communities It is this set of language habits, deiived originally from an 
older London English, but differentiated from it somewhat by its independ- 
ent development in this country, which is the “standard” English of the 
United States Enough has been said to enforce the point that it is “stand- 
ard” not because it is any more coirect or moie beautiful or more capable 
than other varieties of English, it is “standard” solely because it is the 
particular type of English which is used in the conduct of the important 
affairs of our people It is also the type of English used by the socially ac- 
ceptable of most of our communities and insofar as that is true it has 
become a social or class dialect in the United States ^ 

The attention given to eliminating vulgate expressions and en- 
couraging the formal and informal levels of usage in schools and 
colleges is intended to help young people prepare themselves to take 


C Fries, Atneruan English Gramnuity published by Appleton-Century-Crofts, 
Inc CopNright, 1940, N itionil Council of T c ichcrs of English ind Chirlcs C Fries 
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their part in public affairs, to speak and write for people who are 
more or less educated and so to continue or broaden their range of 
possible social contacts. Writing in composition courses is practice 
for later work in college and after college. 

At the lowest level this social pressure means conforming to the 
conventional grammar of those who carry on public affairs, especially 
as It appears in books and periodicals. Even if students have not 
been in the habit of using this sort of language at home, they have 
had by the time they enter college several years of school instruction 
in the words and forms and constructions expected in “standard Eng- 
lish.” The instruction may vary among schools, and some of it may 
be antiquated, but no college student can truthfully say that he hasn’t 
been exposed to it If he doesn’t write complete sentences, if he doesn’t 
make his pronouns match their antecedents, and if he is guilty of 
other elementary lapses from the language of educated people, he 
should realize that the fault is principally his He should take the 
responsibility for overcoming this handicap — not rely on a teacher to 
take It for him — so that he can enter the more or less educated class 
without attracting unpleasant attention to his speaking and writing 
If he has already mastered these “minimum essentials,” he can go 
on to the more interesting and important considerations involved in 
speaking and writing reputable English 

2c. Personal, editorial, and puristic standards. Since people 
write under varying conditions and for varying purposes, there are 
different standards, or approaches to answering questions about par- 
ticular words or forms or constructions 

1) Personal In writing for himself or for intimates, a person 
follows pretty much his own impulses, adapting general usage to his 
needs of the moment In notes and other private papers, economy 
and convenience are usually of prime importance; individual and 
standard short cuts (abbreviations and symbols, dashes for punc- 
tuation) can be used if they do not make later reference difficult In 
a familiar letter the writer may employ the usual short cuts or invent 
ones of his own, use his favorite words, experiment with any aspect of 
language — even to the point of mystifying his correspondent. The 
writer may prefer British spelling or super-simplified spelling; collo- 
quial expressions may appear side by side with formal, elegant words. 

Such writing reflects the writer himself, or at least the sense of 
himself that he wishes to project. Individual experiment is one of 
the ways in which language is refreshed (as by James Joyce). But 
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obviously It IS not necessary to write handbooks or plan composition 
courses for the exercise of individual whims, nor is it possible to 
train for any basic individuality. While no specific advice can be 
given, perhaps one word of caution should be spoken. We should 
watch, even in our personal writing, that we don’t become careless 
and sloppy to the point of handicapping our use of our materials and 
perhaps of treating our best friends and closest relatives with a care- 
lessness they do not deserve Immediate needs, one’s self-respect, and 
consideration for others, then, are the guides in personal usage. 

2) Editorial The “standards'’ for writing that is to go to 
strangers or to a public are set by editors and publishers who hire 
copy and proofreaders to enforce these rulings Since publishers set 
great store by consistency, they select, sometimes arbitrarily, one prac- 
tice from among those current and “edit” manuscripts to conform 
to this “style,” no matter how reputably written they may be. There 
IS considerable range m printed styles, newspapers generally being 
the most simple and informal and (according to Norman Lewis in 
Harpers Magazine for March 1949) the women’s magazines the most 
puristic. Book publishers vary a good deal and now frequently fol- 
low a writer’s preference m usage; fiction is likely to be freest in 
style and academic books the strictest 

The range, then, of written usage is set by what is found in repu- 
table periodicals and books This usage is reported in dictionaries, 
stylebooks, and other reference books on language, though these tend 
to present the more formal practices This Writer's Guide and Index 
takes the position that any edited style is suitable for college writing, 
but that some styles are more appropriate to certain conditions and 
subjects than others informal practices for narratives of personal ex- 
perience and most communications of young people; more formal 
usage for academic work like term papers. The statements in this 
book about particular items of usage are intended to help a writer 
select among forms that are current m edited matter. 

3) Puristic There has been a tendency for textbooks to repeat 
each other and so keep alive recommendations for a usage after it 
has become outmoded (for example, the use of shall and wtll^ or the 
subjunctive); and some people tend to remove speech and writing 
from the realm of natural behavior by giving precedence to “rules.” 
It IS of course an individual’s right to assume for himself any con- 
ception of the language that he may wish, no matter how limited, 
but It IS not his right to insist on his own choice for others when 
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It differs from the prevailing patterns of educated usage A good 
deal of academic instruction in the past and some published writing 
seem to be in a dead language This ultraformal usage is not the 
proper basis for course instruction, and its method of stressing rules 
IS contrary to language practice It is consequently discouraged in 
this book Good usage in a composition course is the same as good 
usage outside 

Standards of writing are not a mystery nor a matter of prejudice; 
they have a history and a definite and discernible source in public 
practices. Any particular point regarding usage can be investigated 
and a choice made among any variations found Even when limited 
to published usage, English offers considerable variety and plenty 
of opportunities for choice Since Good English is English that serves 
the definite intention of a person to communicate something to a 
certain person or group, the answer to most questions of usage can 
be found by considering the appropriateness of the word or expres- 
sion to the immediate purpose This appropriateness is threefold to 
the purpose and situation, to the expected listeners or readers, and to 
the speaker or writer himself Considering these will yield principles^ 
rather than tales, to guide the actual writing 

3. Appropriateness to purpose and situation 

In conversation we automatically adjust our language as well as 
our topics to the situation m which we find ourselves Similarly, talks 
and papers take on a tone, whether they are assigned or voluntary. 
The language of an informational paper for a general audience will 
be somewhat different from that of the discussion of an tdea, or from 
that of a plea for action. The tone of the language depends chiefly 
on the level of usage and on the personal or impersonal quality of 
the style 

3a. Choice of level of usage. In Chapter 2 we noted several 
typical uses of formal, informal, and vulgate English. Good judg- 
ment in choice of the appropriate level is one of the signs of a prac 
ticed and matuie writer. 

1) In general speaking and writing. Slang may fit in a letter or 
in a popular newspaper column, it is probably out of place in dis- 
cussing a serious or elevated subject A talk to a general audience 
would usually be informal Most fiction is informal. Writing by and 
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for people in the professions (teachers, doctors, lawyers, various sci- 
entific and scholarly workers) is more likely to be formal. Textbooks 
have been dominantly formal, though now that they are being writ- 
ten more with the student readers in mind, they are somewhat less 
so The language of a church service and of religious and philosophi- 
cal discussion IS formal, though some revivalists and others capitalize 
on obvious contrast with the usual tone A political talk may be full 
of words that appeal to feeling and perhaps to prejudice and may 
show an elaborate “oratorical” style of sentence that has been aban- 
doned in most situations 

Obviously a person needs to know the styles that are typical of the 
sort of speaking or writing that he is to do He shouldn’t try to write 
for a magazine he has never read, or try to write a technical report 
without having seen one, or try any type of speaking or writing with 
which he is unfamiliar If he is faced with such a task, he should 
try in every way to find what is typically done — and follow that as a 
general suggestion unless he has good reason for some other usage 
This means that part of the preparation for a new sort of writing is 
attentive reading of some good examples of that writing 

2) In \ COMPOSITION course Students in a composition course 
face a slightly different pioblem from that of a writer for publication, 
since most of their writing is primarily for practice The language 
of both the teacher and the students in a college classroom is naturally 
somewhat more formal than the language of either is outside The 
level of usage expected m themes will generally be defined by the 
instructor, in line with the practices and purposes of the institution. 
Usually the tone, as well as the method of work and the type of con- 
tent, will be illustrated by readings, which can set an example for 
the usage expected Unless the nature of an assignment specifically 
calls for formal style, as in a research or term paper, the usual goal 
in a composition course is informal English, because it is the most 
generally useful type of English 

For students (for all writers, for that matter) the chief consequence 
of paying attention to appropriateness to situation is the resolve to 
treat simple subjects simply^ or, in terms of our levels of usage, to 
treat them informally Most subjects are relatively simple, or at least 
the writer is going to give only a simplified version of them Their 
interest and their importance are quite lost when the language is too 
formal Amateui writers are often not content to be themselves but 
assume a dialect that is really foreign to them, too formal to be ap- 
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propnate to them or to their subjects. A boy with a few shrewd re- 
marks to make on modern suicides began this way : 

Through the ages, people have been accustomed to making a premature 
departure from this ‘Vale of tears” by manifold means Some favored hang- 
ing or a certain type of strangulation, others have been partial to poison, 
gunshot, or any of a variety of other methods 

However, during recent years a radical change has occurred in the gentle 
art of self-elimination This has been due in a large part to the advent 
of tall buildings They are seemingly attracted by a strange fascination for 
the height in combination with a desire to put a spectacular end to their 
relations with this world 

He may seriously have believed that this kind of writing was better 
than saying in some simple way that hanging, poisoning, and shoot- 
ing have given way to jumping off tall buildings, and then going 
directly into his subject He might even object to being told that his 
sentences were bad English, worse perhaps than if they had contained 
actual vulgate expressions. The errors could be quite easily corrected, 
but these inflated and pompous paragraphs must be completely re- 
written to be acceptable 

Perhaps the influence of teachers led a student to write* 

No more did I have to answer the demands of motorists, nor come home 
tired, dirty, and filled with pent-up emotions which I dared not loose dur- 
ing the day 

He will soon see that such formal idioms as no more did 1 have to 
answer (perhaps for / no longer had to answer or l>}ow I didnt have 
to watt on cran\y motorists) and which I dared not loose are too 
formal for a typical young person’s account of a summer’s work in 
a gas station. 

Teachers and students will not always agree in their judgments of 
particular passages, though they will agree on a surprising number 
of them. But once students understand the principle of appropriate- 
ness, they will never return to such unnecessary pomposity It will be 
as natural to write informally about a personal experience as it is to 
talk informally about it. They will soon come to appreciate the 
simple appropriateness of this account of an interview with a dean* 

“I guess you’re next, son,” he said, motioning me into his office Walking 
to a chair he had pointed out beside his desk, I sat down “Well,” he said, 
leaning way back in his swivel chair with his hands folded across his waist, 
“what seems to be your trouble?” “The trouble, sir, is that I have a couple 
of Fs as you already know ” He didn’t smile so I’m sorry I said that 
Pulling out my deficiency report from a pile on his desk he read it with 
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trownmg eye-brows. Looking up at me he said, “How much studying have 
you been doing?” “Practically none, sir,” I said in a weak cracking voice. 
Laying down the report he started in on a long speech on studying He 
looked me straight in the eye and I tried to glare back at him but couldn’t 
I shook my head every once in a while and said “That’s right,” to show 
him that I was listening He went on to explain how I should make out 
a time schedule and stick to it, how I should write out notes on little cards 
and carry them around with me so that I could review them at spare mo- 
ments, outline this and outline that Go to your professors and ask them 
for suggestions — they’ll tell you how and what to study, get your tutor to 
help you After he had finished, he got up, slapped me on the back and 
said, “So, son, get down to work and you’ll pull through all right ” “Thank 
you, sir, and good-day,” I said as I rushed out of the office. Back to my 
room I slowly plodded, hands shoved deep in my pockets, chin on my chest, 
feeling very guilty indeed Slumping into my chair I lit my pipe and began 
to think “Gotta get down to work,” I thought “Guess I’ll start — next 
week ” 

In a composition course, and out of one, keep a formal style for 
complex and elevated subjects, write naturally and informally of 
ordinary matters. If you know the tone and level that are appropriate 
for the piece of writing you are doing, this advice is relatively easy to 
follow You can settle most problems of appropriateness to subject 
and situation for yourself simply by considering what the usual tone 
IS in such articles 

3b. Choice between personal and impersonal styles. Some- 
what related to the level of usage is the degree to which a speaker 
or writer includes himself in his communication This is more than 
the presence of /, for a personal style, at least in these days, tends to 
be informal and to include more individual traits of language, and 
an impersonal style tends to be more formal 

Obviously conversation among friends, accounts of personal experi- 
ence, and “personal essays” involve the speaker or writer directly, and 
any attempt to avoid using / or to take out turns of expression with 
personal associations will make the style distant and dull Much of 
the production of writers who have a regular following of readers, 
such as newspaper columnists and regular revieweis of books, plays, 
and movies, will be distinctly personal Conceited people will over- 
use /, but anyone with only an average concern for himself needn’t 
worry about this tendency, even when he is talking about himself. 

The types of writing that are usually impersonal include editorials, 
most serious discussions of situations and of ideas, and all sorts of 
academic and professional writing, compilations of facts, reports, term 
papers, dissertations Students usually do rather well in personal writ- 
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mg, but need practice in impersonal phrasing It seems easier to begin 
a research paper on cancer with a personal note 

I have chosen cancer for my subject because I have decided to make medi- 
cine my life’s work, and because cancer is one of the most dieadful and 
baffling diseases known to the medical profession Several of my family 
have died of cancer and I didn’t know whether it was hereditary, so I 
decided to find out A positive cuie has not been found as yet, nor ha^ 
a positive cause . . 

In an impel sonal paper, points such as those in the first two sen- 
tences in this example, if they are to be given at all, should be in a 
prefatory note The paper should begin with some striking and im- 
portant fact about the subject itself The reader knows that the writer 
has gathered the material and selected what suits his purpose (as, 
for example, in this book) That can be taken for granted, and if 
the statements are reasonable, if they do not outrun the evidence, no 
objections will be raised 

Some conventional devices are handy m impersonal writing, like 
the editorial “we," “the writer believes,” “in the opinion of the writer ” 
These should not be used when a more personal expression would 
be appropriate, but if they cannot be easily avoided they are better 
than weak passive constructions or the colorless “one,” or subterfuges 
like “many believe,” “it seems ” In a typical formal and impersonal 
fashion, the following paragraph gives the writer’s conclusions from 
a study of the spelling bee (Footnotes giving evidence foi facts are 
omitted here ) 

In the first half of the nineteenth century, spelling bees developed natuially 
to meet an educational need felt by the populace, and they may be counted 
as a genuine folk institution The .community participated without social 
barriers, in a fashion typical of democratic American social conditions The 
revivals in recent years have often had an artificial, nostalgic quality, as 
when Webster’s “Blue-Backed Speller” is selected as the authority and the 
caller of words is referred to as the “schoolmaster ” From the educational 
point of view, the bees have had severe critics and few defenders Never- 
theless, they aie significant not onlv socially but linguistically They take 
rank among the conservative influences in American speech They are a 
factor that helps to account for the prevalence of spelling pronunciations 
in the United States and for a central body of speech that does not yield 
to passing fashions Spelling bees have been not only a mechanism of ad- 
justment to the heavy burden of arbitiary English spelling, but also a deter- 
mination of the course taken by the language — Allen Walker Read, “The 
Spelling Bee,” PMLA, June 1941, pp 511-12 

3c. Consistency in tone. It is obvious that the tone of a passage 
should be consistent unless the writer has special reason for depart- 
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ing from it The lines between the levels of usage cannot be drawn 
precisely, but a conspicuous lapse from formal to informal or from 
informal to formal should ordinarily be avoided The next two ex- 
amples illustrate obvious and awkward lapses 

Formal to informal If our Concert and Lecture program this year is 
not superior to that of any other college in the country, 77/ eat evety ftesh 
man ltd on the campus 

Informal to formal / was quite bowled over by the speed with which 
the workmen assembled the parts 

A characteristic of vigorous styles is a wide range of usage, in both 
words and constructions H L Mencken and The New Yorker and 
many columnists often fuse slang and colloquialisms with formal and 
even distinctly bookish words The expressions are unified by the 
vigor and naturalness with which they are brought together, and are 
not lapses from appropriateness. Consistency is not so important 
as the fundamental appropriateness to the situation But, in general, 
informal writing should be kept informal, and personal too, if it is 
personal, and formal writing should be kept formal, and impersonal 
if It is impersonal. 

4. Appropriateness to listener or reader 

If you are trying to reach a particular type of reader, you will ad- 
just both your subject matter and your expression to him To reach 
him, really to get your points across, you have to be more than merely 
intelligible, you have to meet him pretty much on his own ground 
You already do this automatically in your letters, writing in some- 
what different ways to different persons You no doubt adjust your 
expression to the expectations of different teachers Certainly in many 
other situations you pay some attention to the language you believe 
is expected of you, as you do to the dress and conduct you believe 
are expected of you in meeting certain people 

Certain types of writing are in theory completely adjusted to their 
readers, notably newspaper writing and advertising Although we 
realize that both often fail, either from cheapness or from dullness 
and unintended formality, in a general way they do meet their read- 
ers An advertisement for an expensive car is not written in the same 
style as one for a cheaper make, and the same product is presented 
differently in magazines of different appeal, especially if the appeals 
arc to different income groups 
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Trying to write without knowing who will read your words is 
discouraging. That is one reason why themes are sometimes difficult 
to write and why it is better for a student to try to visualize some 
particular audience, to direct his paper to some magazine, or, more 
commonly, to write for the class of which he is a member. Directing 
his paper to the members of his class will help him select material 
that will interest and inform them or at least will appeal to a certain 
part of the group, and it will help him )udge what words and what 
kinds of sentences are appropriate Remember that you are not writ- 
ing for everyone, but for a selected audience Novels are for readers 
of differing tastes, and even the audiences of best sellers like The Robe 
and The Wall are not identical For practice work in which you can 
choose your level of style, a firm informal style is probably best, for 
many people prefer it and anyone can be reached through it. 

Considering the listener or reader leads to language that is clear, 
correct, and lively. 

4a. Clearness. Since your aim is to convey some fact or opinion 
or fancy or feeling to a person or a group, appropriateness to a reader 
means clear expression This means clear, exact words, and for the 
most part words that he within the knowledge of the person you are 
addressing If the subject requires words that may not be familiar 
to him, their meaning can usually be made clear from the way 
they are used, or you can throw in a tactful explanation, or in ex- 
treme instances resort to formal definition or even a glossary Words 
whose suggestion may be unpleasant to a reader should be avoided, 
as a matter of tact *contacty ^proposition in situations outside busi- 
ness, slang in formal contexts, and so on Keeping in mind what 
courtesy demands will settle many questions 

Clarity also requires careful sentence construction Readers of 
more education or at least of more experience in reading can take 
more elaborate sentences than those who read little or who will read 
hurriedly But anyone will be pleased with direct, straightforward 
sentences 

4b. Correctness. A large part of a beginning writer’s adaptation 
to a reader is avoidance of errors and of other matters that might 
offend. People tend to judge us by superficial traits, in language as 
in other matters. Spelling, for example, bulks larger in most people’s 
judgment of writing than it reasonably should. Certainly many people 
take delight in finding what are (or what they consider are) errors 
in language, especially in the writing or speech of those supposed to 
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be educated or of anyone who is soliciting their favor. Again courtesy 
demands that a writer does his best in anything he is submitting to 
another, small slips show carelessness that is a sign of discourtesy. 
Soiled manuscript, many interlineations, confusion of common forms 
like Its and /^V, they re and thetr^ affect and effect^ misspelling com- 
mon words {simtltar for similar^ are ordinarily the result of careless- 
ness or thoughtlessness They show that the writer just isn’t bother- 
ing, that he is not doing as well as he easily could, and so they are 
really an insult to his reader A teacher has sympathy for honest 
confusion and for real lack of knowledge, but he will seldom bother 
to read beyond a few lines of a manuscript that is conspicuously care- 
less The chief reason for mastering the “minimum essentials” of 
English forms is to meet the expectations of educated readers. You 
should not worry about these small matters as you write but reserve 
some time for revision to bring the paper to the best state you are 
capable of. 

4c. Liveliness. There is so much unavoidable dullness in the 
world that any reader (and especially any theme reader) will ap- 
preciate some liveliness in writing, in the expression as well as in 
the material ^Striving for novelty is dangerous and its results are 
often offensive But frequently students in their teens hide behind a 
flat sort of language, squeeze all the life out of their writing until it 
sounds as though it was written by someone three times their age 
(and asleep at that) The words do not need to be out of the ordinary 
but just those that might be used in a reasonably active conversation. 
The sentences should not be formless or allowed to drag but should 
suggest an alert interest Reference to things people do and say, 
plenty of lively detail to demonstrate ideas fully and to keep up 
interest, all help Interest is especially important in beginnings and 
endings A plan that gains attention at once and carries on the sub- 
ject by natural stages is merely an extension of the smaller consid- 
erations for a reader 

Some professional writers have set themselves this rule “Don’t 
write anything you couldn’t read yourself” Following this rule 
means that you will choose your best available material, write it as 
interestingly and as carefully as you can, make it as genuinely read- 
able as you can. If you promise yourself that you will not turn in a 
paper that you couldn’t read yourself with interest and perhaps profit, 
you will be taking the responsibility for your work, doing composi- 
tion of actual college grade — and you will be permanently improving 
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your control of expression, laying a sure foundation for continued 
growth in Good English. 

In general, satisfy your reader’s expectations insofar as you believe 
they are worthy of respect One warning is needed* Don’t aim at your 
reader’s worst, compromising yourself and insulting him. Visualize 
him in his better moments and write for him as he is then. 

5. Appropriateness to speaker or writer 

In the speaker-listener or writer-reader relationship, the speaker 
or writer actually dominates He makes the choices; his judgment or 
unconscious sense of fitness finally controls 

The speech-usage of each one of us is constantly swinging backwards and 
forwards between the demands of society, and an individual expression ot 
his momentary needs . The more commonplace a person is, the more 
will his language bear the stamp of the community in which he lives the 
more unique his nature, the more peculiarly his own will be the colouiing 
of his language — Otto Jespersen, Manl^ind, Nation and Individual fiow 
a Linguistic Point of VieWy pp 131, 204 

This quotation points up the fact that a person’s language m the 
long run represents his personality, and it also suggests that the 
individual is finally responsible for the language he uses To take 
this responsibility he first needs to make every effort to inform him- 
self of the possibilities of English, by observing what is actually spoken 
and written, by using dictionaries and other reference works, by con- 
sulting people who have studied English as a language Then he 
can apply this information in his own work according to his best 
judgment. There is nothing mysterious about the matter; it is just 
a natural process of learning and applying what is learned. 

The most important step in the early stages of considering how 
to improve your language habits is to ^atch your own speech and 
your own writing to see what their good qualities are and what short- 
comings they may have Do you feel the need for more information 
about language Can you pronounce with confidence the words you 
need in conversation? Do you have trouble with any of the me- 
chanics ot writing — spelling, punctuation, sentence structure? Does 
your language tend to be formal or is it predominantly informal? 
Do you rely much on slang or on trite words, or do you lapse into 
Vulgate expressions? When you talk or write to someone older than 
yourself, or when you write a paper for a college course, do you 
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choose the best part of your natural language or do you assume an 
entirely different sort of English'^ 

And finally, is the language you use consistent with the rest of your 
conduct? Does your language in conversation represent your better 
self, or do you on occavSion speak beneath yourself, or on other occasions 
affect a more pretentious speech than is natural to you ? If you are a 
rather casual person, informal in dress and manner, we should expect 
your English also to be informal, if you are conventional in dress 
and manner, we should expect your English to be more formal. It 
IS necessary for you also to realize the direction in which you are 
moving, for young people, especially in college, are changing, becom- 
ing more flexible in their ideas and manners or becoming more posi- 
tive and conventional, or making some other change Their language 
should be moving similarly In a student’s first papers m a composi- 
tion course he should write as naturally as he can, so that both he 
and his teacher can see the present state of his language and so that 
they can decide together on the direction his growth should take. 
Such growth will be in the direction of increasing sincerity, of greater 
appropriateness to himself 

This sincerity m usage and style is one of the conspicuous traits 
of the better contemporary writing The English that we find in 
print is the English the writer would use in talking with his friends, 
tightened up a little and shorn of the irregularities that usually creep 
into talk, but still fundamentally informal He does not appear at a 
distance, on a platform delivering an oration at us, but seems rather 
to he talking with us We can come close to his mind as it actually 
works. In discussing “The New Way of Writing,” Mr Bonamy 
Dobr&, an English critic, says* “One would like to think that all of 
us will come to the stage of refusing to write what we would not, 
indeed could not, say, though that, of course, is not to limit our writ 
ing to what we actually do say ” {Modern Prose Style, p 229.) 

As a result of this approach to Good English you should have con- 
fidence in writing The greatest handicap in writing is fear — fear of 
pencil and paper, fear of making a mistake, fear of offending the 
reader’s (teacher’s) taste The opposite attitude, cockiness, is a nui- 
sance and equally prevents good writing, but not so many students 
suffer from that as from inhibitions about their language. Psychol- 
ogists can’t tell us much about the mental activity involved in thinking 
or writing, but some of them believe that the fundamental condition 
for effectiveness is a positive feeling of readiness — ^which amounts 
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really to a sort of faith that when we open our mouths or prepare to 
write, something appropriate to the occasion will come. A wide 
knowledge of the possibilities of current English, backed up by suffi- 
cient practice in writing for definite readers, should increase your 
confidence. Only with some such courage can you write your best 
and give that extra something that places your writing above bare 
competency, that makes it really Good English. 

It is obvious that the three sorts of appropriateness here suggested 
for arriving at good English will not always be in harmony. When 
they conflict, the solution will have to come through the writer’s 
judgment. The subject may seem to demand words that are not 
appropriate to the reader. The writer can usually solve such a prob- 
lem, either by finding simpler words or by explaining the necessary 
but unfamiliar ones The reader’s expectation and the writer’s nat- 
ural manner of expression may be different. Such a conflict can be 
solved only by the writer — deciding how essential to his purpose his 
own turns of expression are, whether he can gracefully yield to the 
reader’s expectation or whether his usage is so necessary to his sense 
of his subject that compromise is impossible In the long run the 
writer’s sense of fitness, his pride in his work, a craftsman’s pride, 
will resolve most such conflicts. 

Good English, then, is not primarily a matter of rules but of judg- 
ment. A speaker or writer is not struggling up under a series of pro- 
hibitions but IS trying to discover among the magnificent resources 
of modern English what best suits his purposes His desire to com- 
municate something to another is fundamental; it sets the limits be- 
yond which he will not ordinarily go This general limitation is 
made more specific by considering whether the level of usage and 
the particular expressions are appropriate to the subject and the 
situation, to the expected readers, and finally and most important, to 
the writer himself. 


Suggested study and writing 

These exercises provide additional practice in observing usage and 
style, and opportunity to judge the appropriateness of different kinds 
of writing. Exercises 1 through 4 may be used for discussion in the 
classroom; 5 and 6 for individual discussion with the instructor; and 
7, 8, and 9 for written assignments. 
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1. Copy a passage of 400-600 words which you would like to 
have your own writing resemble. Be prepared to comment on its 
use of words, its sentence length and sentence movement, its level of 
language, and any other qualities which strike you. One good way 
to improve your writing is to copy writing you like and also to read 
it aloud 

2. The following paragraphs are from themes written at the be- 
ginning of a freshman composition course. Read them carefully to 
determine the level of usage and the appropriateness of the language 
in each passage. Point out specific flaws, including changes in style 
or tone within the paragraphs, and revise unsatisfactory passages for 
greater clarity and effectiveness Which paragraphs seem to you most 
effective? Which seem least satisfactory? Would you say that bad 
English is something besides “mistakes” in spelling and grammar? 

1 While perusing the text assigned for this course, the writer was look- 
ing for some unforeseen specific study aids that would assist him in his 
educational endeavors For, by the time a student has reached the age of 
maturation which allows him to compete in higher scholastic endeavor, he 
must realize and be acutely aware of his innumerable poor study habits and 
weaknesses It is this correspondent’s impression, therefore, that much of 
the material and space of the present text under consideration was wasted 
in orientating the reader to the very obvious facts of his own already known 
inadequacies 

2 Although I believe in work, I do not believe in labor for the sake 
of labor Life, in leality, is extremely short I feel that it should be spent 
in taking as much pleasuie from existence as possible I am not attending 
college because I desiie to become an intellectual, instead, I am here to 
mciease my earning capacity so that I may lead a successful and happy life 
Hence one can see w'hy I don t go foi this esthetic stuff It’s great to know 
Dante, Goethe, Kant and Spinoza, but how far will it get you in a tennis 
match or a business office? Schopenhauer may have been brilliant, but he 
died crazy His name lives after him, sure, but what is that to Arthur, 
who isn’t around to enjoy his fame? 

3 I had the opportunity, while working at a resort last summer, to ob- 
serve the practice of tipping and to talk with people who tipped and those 
who didn’t During this time I made some interesting discoveries, including 
the fact that the wealthiest people aren’t necessarily the ones who leave the 
biggest tips From my experience, I think tippers may be divided into four 
main classes the No-tip type, the Ten-center, the Straight Ten-percenter, 
and the High tipper The people who fall in these various groups show 
remarkably similar characteiistics 

Take the first type for instance, the No-tippers These people are of two 
kinds those who forget to tip and those who can’t afford it In the first 
group are apt to be successful business men with a great deal on their 
minds, who simply fail to remember to Up And the second kind, the ones 
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who can’t afford it, are mostly high school youngsters, or young married 
couples who happen to be a little short on cash 

4 As viewed through the eyes of a prtmedical student and potential 
doctor, the definite disadvantages of specializauon in education in college far 
exceed any possible advantages This viewpoint is no doubt brought about 
by the fact that medical schools in general prefer a well-rounded premcclical 
course, rather than one that is characterised by excessive specialization in the 
sciences Perhaps too, if the student has an analytical mind, he will see that 
extreme specialization while he is attending college will not only deny him 
a general knowledge of other subjects equally important, but it will also, 
at the same time, tend to limit his viewpoint toward his scientific subjects 

5 Frequent parties and new faces filled most of my daily existence, but 
being a simple soul at heart, I soon began to tire of tliese things, but to 
whom could I turn? Everyone else was too engrossed in monetary activities 
to give me any diversion At this point 1 would like to state that I am not 
what IS commonly known as a party “pauper” or a “kill-joy”, however, 
there are times when something else besides the wild life of the care-frec 
fraternity “play-boy” should be taken up 

6 As I sit here this evening, with my tomes of learning stacked six deep 
around me, I come to the conclusion that my inadequate mind hasn’t the 
wisdom to construct a manuscript of literature on the topic assigned for this 
composition Consequently, I sit here thinking incoherently, wondering 
whether the consequences will be for the better or worse, if I turn ONcr 
this masterpiece(?) to the English Dept In the last page and a half I 
have wandered precariously from Greek philosophies to feeble-minded school 
girls When this you read, you will realize that the writer of this theme 
will progress upwards as there is no other way to go 

7 One of the greatest mistakes parents can make in bringing up their 
children is to bestow upon them an ovei abundance of material substances, 
meanwhile giavely neglecting personal sacrifices By this I mean that a 
person who gives his offspring everything that wealth can buy and yet is 
too selfish to spend any time on love or on the child, has missed the boat 
completely 

3 . Select one or two of your textbcxiks and make a study of the 
way in which they are written. Discuss the merits or defects that 
you find in the writing of each text. Do the authors seem to be writ- 
ing for students of your educational level, or for readers whose 
knowledge of the subject is greater than yours Bring in passages 
you find hard to understand, and try to decide whether the difficulty 
is due to the style of writing, to the language used, or to the com- 
plexity or unfamilianty of the ideas Comment also on passages you 
consider well written 

4 . Read ^Foreign Words in English Keep a list of foreign words 
and phrases that you encounter in your reading or that you hear in 
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classrcx)m lectures and elsewhere Notice particularly those terms 
italicized in print or pronounced as foreign words With each entry, 
describe briefly the context in which the word occurred* couturier ^ 
foi example, might appear in an ad for women’s fashions; decor in 
an article on interior decorating, saute in a cookbook; latscez-fatre 
in a history lecture, dep vue in a psychology textbook. When you 
have gathered sufficient examples, prepare to discuss the appropriate- 
ness of the expressions with reference to the situation in which they 
occurred and to the intended audience. What English equivalents 
would you suggest for the foreign words that seem inappropriately 
used ^ 

5. Analyze and prepare to discuss your speaking and writing 
habits on the basis of the following questions 

a) What different levels of English do you use and under what 
circumstances do you use each — in the classroom, on the campus, at 
home; in writing done for different courses, in formal letters and in 
personal correspondence ^ 

b) At what language level do you feel most successful in speak- 
ing^ In writing? When you are obliged to use other levels, do you 
find It easy or difficult to make the shift? 

c) How would you describe your characteristic level of usage? 
Is It appropriate to your personality and temperament? 

d) What comments and criticisms have you received on your 
writing? Of these comments, which have been most valuable and 
helpful to you? Have you ever been corrected m your speaking, and 
do you ever correct others? 

e) What in your opinion are the characteristic marks of *'Good 
English”? 

6 . On your next paper put a concise but definite statement of the 
au».hence it is intended for Do not generalize, word your statement 
to indicate clearly the readers’ backgrounds or special interests, put- 
ting it, for instance, in terms of a specific periodical Discuss the usage 
and style you employ in the paper under the heads of the three sorts 
of appropriateness Your instructor, in correcting your paper, will 
take into account two points the soundness of your purpose and the 
extent to which you have carried it out 

7. Select one magazine from one of the groups below — ^your in- 
structor may suggest alternatives to the publications listed — and pre- 
pare a report on the usage and general tone of the magazine. Deter- 
mine whether the usage is predominantly formal or informal Com- 
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nent on any variations in usage you may find in the magazine, the 
educational and social levels of the audience for which the magazine 
IS intended, and the appropriateness or inappropriateness of the writ- 
ing both to the subjects discussed and to the readers of the magazine. 
Do you find any evidence to support Mr Lewis' statement on page 
75 about the puristic editorial standards in women’s magazines ^ 

1 Magazines of general interest The Atlantic Monthly^ Coronet^ 1 he 
Saturday Evening Post, Time 

2 Women’s magazines Good Housekeeping, Harper's Bazaar, Made- 
moiselle, Ladies' Home Journal 

3 Magazines written primarily for men Field and Stream, Fortune, 
The Nation's Business, Scientific American 

4 Professional or semitechnical publications Architectwal Forum, Etude, 
Today's Health, College English 

8 . Analyze the writing of a well-known columnist H V Kalten- 
born, Walter Lippmann, Drew Pearson, Westbrook Pegler, Mrs 
Eleanor Roosevelt, Robert Ruark, Dorothy Thompson, Walter 
Wmchell, or any other your instructor may suggest. Characterize 
the level of usage and the style of writing, the columnist’s attitude 
toward his readers, and the appropriateness of the language to the 
subjects discussed What are your impressions of the columnist’s 
personality as it is reflected in his writing^ 

9 , Compare full length reviews of a recent book in several mag- 
azines and newspapers If necessary, consult the Boo\ Review Digest 
for names and dates of the publications in which the reviews appeared 
Describe in each instance the general tone of the review (it might be 
flippant or sympathetic, witty or serious), the attitude of the re- 
viewer toward the book, and the type of audience for which the 
review was written Comment on any differences of opinion among 
the reviewers about the author’s style. 
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English grammar is the English way of saying 
things — George O Curmc 


Mrs Nettie M Weismeyer said that one reason 
why she had shot her husband was that he used 
bad grammar — Time Magazine 

It IS, me things, a very melancholy consideration 
that a little negligence can spQil us, but great in- 
dustry is necessary to improve us. — Sir Richard 
Steele 





SUGGESTIONS FOR USING THE CHAPTER Though HO one should be 
harmed by a rapid reading of this chapter^ it is obviously planned foi a 
class review of the points of grammai that frequently mai^e trouble in 
student papers. In addition it gives a framewoiJ^ for a realistic approach 
to English grammar^ with some points that will be new to most students 
It should not be studied in detail unless a particular class demonstrably 
needs it 

The exercises furnish materials for practice in discriminating acceptable 
from unacceptable usage. The chapter should not be ta\en until after at 
least a rapid reading of chapters 2 and 3, since a number of points pre- 
suppose an understanding of the levels of usage So far as possible, students 
should be trained to use their judgment on particular points of usage and 
to taXe the responsibility for their own improvement 

Teachers will find evidence for the doctrine in this chapter in the Index 
articles referred to, as well as references to discussions by authorities, 
and students will find in these articles and references further examples to 
emphasize the usage recommended 


C OLLEGE STUDENTS and the great majority of college graduates 
find themselves in situations m which Good English (in 
the terms of Chapter 2, the formal and informal levels 
rather than vulgate) is generally used They intend to speak and 
write as their social circumstances warrant, and in general they suc- 
ceed in doing so They hope to use “Correct English,” which means 
actually expression that conforms to editorial expectations, that is ap- 
propriate to communicating with more or less educated people, appro- 
priate to carrying on “public affairs” of business, government, litera- 
ture, education, and so on. 

But because of the varied usage within the broad extent of the 
English language a good many choices exist, and there are a number 
of forms and constructions that are especially likely to raise questions 
— among professional writers as well as among college students The 
greater part of our language raises no questions at all — fortunately— 
but the part that does is likely to be conspicuous and easily spotted 
by others. We are not speaking here of mere laziness or careless- 
ness, like writing to for too^ qmet for quUe^ or the omission of let- 
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RELATED CHAPTERS AND ARTICLES Other topics treating elementary 
correctness are discussed in 


Chapter 5, Punctuation 
Chapter 6, Spelling 
Chapter 9, 3a-3c, Fragmental y and 
Run-on sentences 

* Adjectives, types and forms 
^Adverbs, types and forms 
^Agreement 

*Casc 

^Comparison of adjectives and ad- 
verbs 

* Conjunctions, use 
^Genitive case 
*Gt runds 
*Infinitives 


*Lin}{tng veibs 
*Misrelated modifiers 
^Participles 
*Parts of speech 
Murals 

* Principal parts of verbs 
^Pronouns, types and foims 
^Reference of pronouns 
^Restrictive and nonrestrictwe 

* Shifted constructions 
^Subjunctives 
*Tenses of verbs 
*Verbs 

* Voice 


ters or little words in writing. Nor are we speaking of genuinely 
^divided usage, m which alternate reputable forms of expression exist 
within the area of Good English spellings like cigaret — cigarette^ 
tiaveler — traveller, or verb forms like dived — dove, or the choice be- 
tween verbs in “If we go tomorrow” — ^“If we are going tomorrow,** 
or in “If he was only a little taller” — ^“If he were only a little taller.*^ 
These choices are matters of style rather than of correctness and de- 
pend on appropriateness to the writer’s own usage in a particular 
piece of writing. 

But our “mistakes” also come because of differing usage that ex- 
ists within our language — we invent very few of them. They occur 
when we use a word or construction that is generally regarded as 
out of place in educated writing. They occur because of the differ- 
ences (1) between spoken and written usage; (2) between different 
levels of usage; and (3) between hypercorrect and ordinary forms. 

1) Between spo\en and written usage. Usage often varies even 
between informal speech and informal writing. For example, the 
reference of pronouns is less precise in spoken language than in the 
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written; most “run-on sentences” are held together by the tone of 
voice in speaking but conventionally in writing they are “corrected” 
by the use of conjunctions and punctuation 

2) Between different levels of usage The vulgate verb forms {was 
in the plural of the past tense, past tense forms like he begun, and 
so on) frequently differ from those of formal and informal English, 
there are some differences in vocabulary between the levels; and some 
constructions differ, as Good English avoids double negatives, vulgate 
makes freer use of double prepositions (outside of, off of), and all 
three levels differ from each other in pronoun forms in various con- 
structions and in a number of idioms. 

3) Between hypercorrect and ordinary forms Occasionally an un- 
acceptable expression comes as the result of overdoing the effort to be 
correct, as in the use of shall when it is uncalled for, and perhaps 
even of the I in “between you and I,” or of the subjunctive in a sim- 
ple condition. 

If you have reached college without forming the habit of using 
easily and regularly the language expected of you, your first responsi- 
bility in a composition course is to make up for lost time No one 
can take the responsibility for you — a teacher can only indicate what 
you should do You cannot plead ignorance of the more elementary 
matters, for they have been drilled on in your earlier schooling A 
desire to take a proper place in society, or pride in accomplishment, 
or even a desire for college grades can lead you to do now what you 
could have done long ago. (Discovering why you did not is perhaps 
useful, too.) 

The steps to becoming sure in these “minimum essentials” (and 
m more complicated matters, too) are definite and simple. 

1) Be sure you kjnow what is appropriate to Good English, \now 
the form or phrase or construction that is most generally used by edu- 
cated people. You learn what is appropriate by listening to conversa- 
tions and to talks, by reading in books and magazines, by looking 
points up in a good dictionary or in a reference book such as this If 
for some reason you have difficulty with the trouble spots discussed 
in this chapter, you should concentrate on them and not worry about 
more compheated matters in which practices may differ, like the use 
of hyphens, or of the subjunctive. And don’t worry about matters that 
arc no longer considered so important as they once were, like the *split 
infinitive or a ^preposition at the end of a sentence. Keep your eye 
on the practices that arc really important, that will attract unpleasant 
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attention almost anywhere, and know what is expected of you in those. 

2) Practice on the points that you have not mastered as you would 
practice a play in a sport or the use of a tool that you want to be- 
come skillful with. Exercises in textbooks give some opportunity for 
this practice. More important is revising your papers according to the 
corrections and criticisms made on them. Most important of all is 
revising your papers for all courses before they are handed in. If you 
know that you are not sure of some particular points — reference of 
pronouns, spelling, run-on sentences, for example — ^go over your paper 
once looking for those particular points alone. Careful proofreading 
will cut down the number of mistakes surprisingly, for most college 
students know (or at least suspect) what good usage calls for. Taking 
the responsibility for your own usage in this way is the quickest road 
to genuine improvement, and to getting full credit for your progress 

In any systematic effort to cultivate acceptable habits of expression, 
as in a college composition course, grammar plays a useful if not very 
large part The chief aim is improvement in natural and effective 
communication, in conveying information, opinion, imagination to 
others. This is the background, the main work of the course, consist- 
ing in actually writing papers — composition These papers are to be 
written in appropriate current usage. When it is necessary to group 
or to discuss these matters of usage we do so in terms of grammar^ 
the systematic description of language This chapter discusses the 
most common trouble spots of usage in a grammatical setting. 

1 . Word forms 

One way in which the relations between the words within a sen- 
tence may be indicated is by the forms of the individual words, in our 
family of languages chiefly by means of endings (a sound or syllable 
like -s or -ed) added to the simple word. Some languages, such as 
Latin or German, make a great deal of use of such endings, but for 
centuries English has been simplifying its forms there are now only 
four distinctive forms of most verbs asl^ing^ asked) where 

once there were forty. This trend toward simplification is still con- 
tinuing, in spite of the influence of the schools and of editors. 

The relations once indicated by the forms of words are now shown 
chiefly by other means, especially by a definite ’’^word order and by 
*f unction words (prepositions, function verbs like have, was). Of the 
word forms that still change to show relationships, we learn the 
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dominant ones by imitation when we are children and use them later 
without effort. The few questions we have come because some irreg- 
ularity has developed in a word’s history or because vulgate con- 
anues an old form or has developed a different one that is not used in 
Good English. Some twenty pronoun and verb forms are among the 
more conspicuous traits of uneducated usage, and consequently great 
stress IS laid on the “correct ones” by educated people. 

This section presents chiefly the forms that frequently raise ques- 
tions, Further details will be found in the Index articles indicated 
by asterisks (*), 

la. Nouns. English nouns — conveniently for us — no longer dis- 
tinguish in their form between subjects and objects (*Case), so that 
the only distinctions are for the possessive (genitive) and for plurals 

1) Plurals. The dominant plural is an i- or 2 : sound added to the 
singular, spelled -s {bool^Sy trees) or -es (buses ^ dishes^ * Joneses), Al- 
most the only questions that arise in the -s plurals are in their spelling 
Nouns ending in -y following a consonant have plurals in -tes 
(babies^ cities^ companies^ ladies) \ but if the -y follows a vowel the 
usual -s IS added (attorneys) , 

b) Words ending in ~o are a nuisance because their plurals may 
be spelled -os or -oes and so have to be remembered individually or 
looked up Filipinos — Negroes, pianos — heroes, sopranos — potatoes 

c) Plurals of compound words aie usually normal (sidebou) (h, 
player pianos), although a few in which the key word comes first add 
the,-^ to that (heads of state^ daughter s-indaw) , 

_/d) The plurals of figures, letters, 01 words are written with -s or -V, 
incr^singly the first way several Fs (or F\), four 7s (7^s), two that< 
N-xe) A few words kfep the same form for both singular and plural 
all words in -ics (* athletics, politics) and some others ending in -<■ 
and rarely used m the singular (means, measles)*, some names of 
animals (*fish, sheep)*, some nouns of measure and number when 
used as modifiers: *foot (a six foot wall), ton (a two ton truck) 

f ) Some plurals surviving from older English are made by a change 
of vowel or the ending -e«, but the words are so common that they 
cause no trouble except in hasty or careless writing (man — men, 
f(^ — feet, child — children). 

/ g) Some problems are offered by the plurals of words borrowed 
from foreign languages for which English keeps the foreign forms. 
The great majority_pf borrowings have typicaL^ilufak-- 
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circuses^ quotas) and others are in the process of change, having two 
forms {tp ^xes — tndtceSj J^,fomiul a^formulaey beam — beaux),^ Th e 
Latin fornw^f a~good many words are kept In scientific usage 
{antennae in zoology but antennae in radio) ^Alumnus is one_gfjthe 
chief nuisances because both masculi^ a|xd fcmml iie fbrm s ^e kept: 


For men Singular, alumnus, Plural, alumni (a lum' ni) 

For women Singular, alumna, Plural, alumnae (s lum' ne) 


Further details about plurals and some lists of words will be found 
in the Index article ^Plurals 

2) Genitives (Possessives). The other form change in nouns is the 
addition of - r, or the apostrophe alone if the word already ends in -i, 
to form a genitive case that indicates possession (the doctor's medicine 
case) and some other relations (as in the first day's htl^e^ the secre- 
tary's report, his brother's efforts) The only problems here are a 
tendency to forget the apostrophe (which historically represents the e 
of an older ending -es, which was added to some nouns); or to be 
uncertain which side of the ^ the apostrophe goes on , or to hesitate be- 
tween this -s genitive and the alternative one made with the function 
word of {the rocl(s face — the face of the roc^). 

Only habit and continual watchfulness in proofreading will get the 
apostrophes all in. The forms themselves are simple 

a) When the word is pronounced with an added sound {s or z), 
the spelling is 's 


man's horse’s shirt’s George’s 

b) When there is no added sound, the apostrophe alone is used. 
This includes all regular plurals ending in -s 


horses’ shirts’ automobiles’ the* Barkers’ 


Increasingly words ending in an >, sh, or z sound, especially those of 
one syllable, are written with h to represent the pronunciation of an 
extra syllable 

Alice’s (al'isiz) dish’s (dish' iz) Fritz’s (fniz'iz) 

c) The choice between 's and the of forms depends principally on 
the sound of the expression and sometimes on the emphasis or on the 
part of the idea from which the statement is approached. The apos- 
trophe form IS somewhat more common with names of and for 
people and other living things and also when actual possession is 
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indicated, but the of form is also used for them, and both forms arc 
used for inanimate objects* 

Professor Schantz’ office — the office of Professor Schantz 
the mink’s tail — the tail of the mink 
the cupboard’s shelves — the shelves of the cupboard 
We finally reached Lawyer Hodge’s house — We finally reached the house 
of Lawyer Hodge ' 

The rock’s face was sheer — We climbed the sheer face of the rock 


A slight preference for one form or the other will usually emerge 
from a natural reading of a sentence in it^ context Often the form 
used makes no appreciable difference 

Further details of form and use of the genitive will be found in 
^Genitive case. 

1 b. Pronouns. Some types of pronouns are quite different from 
nouns These differences make up most of our problems in pro- 
noun forms The large number of “indefinite pronouns,” including 
a//, any^ each, everybody, someone (see ^Pronouns, types and forms), 
are like nouns in that they have no separate form as objects {Every- 
body came They invited everybody ) and are written with V in the 
genitive {everybody's, someone's^ or with an of form {of any, of each) 
But the very commonly used “personal” and “relative” pronouns have 
special object and genitive forms. 

1) Object and subject forms. We know the object forms {me, tis, 
him, her, them, whom) well enough but sometimes forget to make the 
distinction between them and the subject forms in a few constructions 
One reason for this is that vulgate and even educated conversational 
usage do not always make the distinction 

When a pronoun (usually the first person plural, we) is directly 
joined with a noun, the proper case form should be used: 

Subject We children used to make a wide circle around all the cemeteries 
Object They used to terrify us children 

b) After forms of the verb to be, formal English usually has the 
sybject form, informal English frequently the object form: 

‘ Formal I was hoping it would be she 
Informal I was hoping it would be het 


\. 


Much fuss has been made over the Ifs I — Ifs me construction. All 
'Authoritative grammars now say //V me is the usual form, and since 
/it can occur only in a conversational setting, there is no point in trying 
for the subject form. (Sec *it’s me.) 
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c) Usage of who or whom as an object when it precedes the verb 
or preposition is divided. Whom has practically disappeared from the 
spoken language, so that we naturally and regularly say, “PFAo were 
you with^” In writing, some editors and teachers try to keep the 
object form, ''Whom were you with?” In informal writing the sub- 
ject form IS proper in this kind of construction, in formal writing 
the object form is preferred (See *who, whom ) This is one of 
several small matters of usage that make it important to know in 
what level you are writing 

d) After prepositions the object form should be regularly used: 
with him and her ^between you and me 

2) Genitive forms Th^- ^ief point to reme mber in the use of 
genitive-fo rms is th at ourSs yourSs hiSs hers^jh^^lvhole^ an"dx§P5- 
aalUut gi: are written ^n^a postrop^ The temptation to use 

one in its is especially strong because //V, the contraction of it is and 
It has^ IS also a common word Getting these spellings straight is a 
matter of proofreading 

For the genitive of which y whose is quite generally used, as well 
as the more cumbersome of which 


General A book whose author is unknown is less likely to succeed 
More formal and less usual A book the author of which is unknown is 
less likely to succeed 


(See ^Pronouns, types and forms.) 

Ic. Adjectives and adverbs. There are few problems of form 
in adjectives and adverbs, though some adverbs without the typical 
4y ending and the forms of comparison are worth noting 

I) Ttgs^^ical English adverb j^.jaaad£Jiy_A^ing the *suflSx -/v 
to hurriedly The7e''are'^orne"rt5fm 

mon adverbs, however, which have^e same iorm as the adjective, 
and have had for centuries. We can say either “Go slow” or “Go 
slowly”, “Don’t talk so loud” or “Don’t talk so loudly.” In informal 
English the shorter form is usually preferable unless the phrase 
sounds better with the 4y word. 

Vulgate and familiar English tend to drop the 4y from adverbs 
that have not developed reputable short forms, and use such words as 
easy and real when written English has easily and really. Special and 
considerable are found for specially and considerably. In careful writ- 
ing use the 4y form of these adverbs and others that do not have 
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accepted short forms A list of the more common of these will be 
found in Adverbs, types and forms. 

2) There are two standard ways of comparing adjectives and ad- 
verbs to show a greater degree of the quality named by adding -er 
and -€St to the simple adjective or adverb or by preceding it with 
more or most Short words use either way 


Positive Com pat atwe 

crisp crisper 

more crisp 

even evener 

more even 


Superlative 
crispest 
most crisp 
evenest 
most even 


Words of three syllables and many of two use only more and most 
more beautiful, most beautiful, mote easily, most easily, mote child- 
ish, most childish When both foims are possible for a word, the 
choice will ordinarily depend upon sound, though there is a slight 
difference in emphasis In the -ei and -est forms the stress tends to 
be on the quality f{indcx, dullest, with more and most the emphasis 
falls more on the degree more kind, most dull 

Id. Verbs. The forms of our verbs have been so reduced in num- 
ber {asl{, aif{s, asl{ing, ashed) that they raise very few questions, and 
jmt many problems occur with verb phrases {have gone, may go, did 
seeTdhd SO on) tharh«ive replace! old Special forms Even the most 
irregular ones, ^be and *go, are so common that we easily get control 
of them In writing verbs, the few problems that arise, except for some 
noted in §1 below, aie mostly from careless spelling— misspelling 
does and doesn't, or not getting the apostrophe between the n and 
the t of the contracted negative forms — doesn't, shan't, «/o«V,.j>F- 4 ising 
4 he colloquial don't isjr htL^ loesr^t^ This section notes a few de- 
batable points and gives some definitions for use later in the chapter. 

1) Past tenses and pvst participles. An overwhelming number 
of English verbs make their past tense and past participle by adding 
a or / sound to the simple (infinitive) form This sound is or- 
dinarily spelled -ed {as^ed, hunted, beautified), but in a few verbs -t 
{kept, slept, wept) ; with some verbs both forms are used {dreamed — 
dreamt, kneeled — knelt, spelled — spelt). In these last examples the 
-ed forms are now the more common. The same form is used for all 
persons of the past tense (I, you, he, we, you, they asked), and vul- 
gate is so consistent in this that it ordinarily uses was for both singular 
and plural, where educated usage is careful to preserve the singular 
was and plural were. 
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A number of “strong verbs” continue to make their pasts by an 
older method of changing the vowel. Some of these have two forms, 
either because they are changing to the typical past in -ed or because 
two forms are current. A few of the more common verbs with some 
irregularity are 


Infinitive 

Past tense 

Past participle 

awake 

awoke — awaked 

awoke — awaked 

/ begin 

began 

begun 

J *burst 

burst 

burst 

choose 

chose 

chosen 

/dive 

*dove — dived 

dived — dove 

/ drink 

drank 

Mrunk 

d ^eat 

ate (eat — ^pron et) 

eaten (eat) 

/y 

flew 

flown 

-^get 

got 

gotten — got 

lead (led) 

led 

led 

see 

saw 

seen 

shine 

shone — shined 

shone — shined 

sing 

sang — sung 

sung 

slide 

slid 

slid — slidden 

swim 

swam — swum 

swum 

dirovv 

threw' 

thrown 

write 

wrote 

written 


A fuller list of verbs with irregularities will be found in ^Principal 
parts of verbs 

2) Shall-will and other auxiliar\ verbs English expresses fu- 
ture time in a \arictv of verb constructions / am to go^ I am going 
to go, I am about to go, / go (tomorrow), / chull or mil go There 
ha<J been a grc<it deal ot argument about the last two forms, the use 
of shall or will All authorities now agree that will is in general use 
with / and with all persons, and has been for centuries, but formal 
usage (enfoiccd by some editors) tries to hold to / and we shall — yon, 
he, they will (College students should be aware of this distinction, but 
they do not need to follow the formal usage unless it appeals to them 
or unless they are expressly told to follow it. (See *shall — will, 
should — would ) 

Similarly formal usage tends to preserve a distinction between may 
(indicating permission) and can (indicating ability) You may do 
It if you can. But as the dictionaries all record, the distinction has 
largely been abandoned in actual usage, so that the difference between 
the two words is largely one of emphasis (See *can — may.) 

By use of a number of other “auxiliaries” or “helping verbs” which 
are used with the infinitives of particular verbs, English is able to 
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express a considerable variety of shades of meaning or emphasis • con- 
sider the series may^ mighty couldy shouldy ought, must, 

3) Infinitives, participles, gerunds These three forms of verbs 
combine some verb functions with those of other parts of speech and 
ate here defined for use in discussing various constructions in later 
sections of this chapter. 

a) The infinitive is the simple or basic part of a verb, the same as 
the present tense form hide, manipulate. With or without to it 
combines with auxiliaries and other verbs for a variety of relations 
I can gOy I have to go, I would like to go It is used as a noun, still 
taking an object (To speat flounders takes a quick eye and a quick 
hand) It is used as an adjective or adverb modifier (He had money 
to burn The feature writer came to get material for his story) It 
also makes a sort of clause with its “subject” (if its “subject” is a pro- 
noun It IS in the object form) They were finally getting him to tal\ 
English lit{€ a native 

b) The present participle ends in 'ing and is used in many verb 
phrases (he was trying, he had been trying and as a modifier of a 
noun or pronoun Trying as hard as he could, he still couldn’t make 
it. Looking over the whole region, the first settler :> chose this site for 
their town These phrases are often used “absolutely” (as the equiva- 
lent of clauses) Judging by the looks of the floor, no one had swept 
It for months The present participle is also used singly, like an 
ordinary adjective the leaping deer 

c) The past pantciple ends in ^ed or occasionally in -t {tried, slept, 
fabricated) or shows a vowel change in the strong veibs {chosen, 
swung) It combines with forms of have foi the past lenses {has 
sung, have chosen, had died) and with forms of be toi the passive 
{was sung, were chosen) It is used as an adjective (an overworked 
horse; Completely turned about in the dark, he floundered in the 
woods for hours) It makes an abridged clause His name linked too 
long with shady characters, he couldn’t clear himself with words alone. 

d) The gerund or verbal noun ends m -ing and is used in all the 
functions of a noun, though frequently keeping the verbal habit of 
taking an object Sleeping in that racket was impossible; His habit 
of saving money tided him over, He would not go fishing, a swim- 
ming suit (that is, a suit for swimming, not a suit that swims) 

We use these verb forms constantly, whether we can name them 
or not, and in fact need to name them only when discussing the 
pattern of the language we are using When they are used in con- 
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structions involving their verb function as well as their adjective, ad- 
verb, or noun function, they are frequently called ’^^verbids. 

4) Subjunctives A subjunctive form is recognizable in English 
verbs only in the third person singular present, when the usual does 
not appear (They suggested that he take [instead of takes] the earlier 
train) and in forms of be (He said it was important that you be 
there). There are only two constructions in which the subjunctive is 
likely to be used today 

a) In certain conditions, cautiously made o) ''contrary-to-facf' He 
wanted to find out whether this condition were true. It would be 
complete if he were here [he isn’t], If I were you 

b) After verbs of requesting, suggesting, etc , and impersonal con- 
structions like *'lt IS necessary . He requested that everyone be 
in his place five minutes before the bell, It is necessary that a boy 
have some initiative 

The subjunctive, however, is not regularly used in these construc- 
tions, even by formal writers The usual indicative form is used (It 
would be complete if he was here) or an auxiliary (It is necessary that 
a boy should have some initiative) or an infinitive (He requested 
everyone to be in his place five minutes before the bell). In fact, it 
IS quite possible to lead a useful and busy life without ever using a 
subjunctive, except perhaps in some old formulas like “Heaven help 
us” (For further details see ^Conditions, ^Subjunctives ) 

5) Verb-adverb combinations An important and apparently in- 
creasing development in English verbs is the use of a verb plus an 
adverb to express a meaning not belonging to the two separate words 
In 'Wun down a hill” the meaning is a literal combination of run and 
down, in *'run down to the store” the run and down may still be 
literal, though the running may not be down at all, but in down 
a pedestrian” or “the clock ran down' they are equivalent to different 
words — to hit and to stop Similar combinations are look into, take 
over, plug in, and scores of others. They are especially characteristic 
of vigorous speech and writing and offer one way to avoid some 
longish or formal words (as look tnto for investigate). 

In these constructions the noun following and linked to the verb 
IS the object of the two word verb pedestrian, for instance, is the ob- 
ject of run down, not just of run or of down. The adverb is fre- 
quently separated from the verb, and often goes to the end of the 
construction * There was no outlet to plug the heater into (See * Verb- 
adverb combinations ) 
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6) Lie — ^lay, sit — set These two pairs of verbs are an instance of 
the tendency of educated or at least written usage to hinder or deny 
a natural language change. The verb lie^ to “recline,’* is going out 
of use — even in the conversation of educated people — and the verb 
lay IS taking over its work, so that it, like so many English verbs, is 
being used with an object {Lay it on the table) and without (He let 
It lay there). But since a good many people are sensitive about keep- 
ing the older distinction, it is safer for students still to follow it in 
their writing 

Intransitive (without an ob)Lcr) he, lay, lam 

He let It he there She lay down for a nap 

The boards had lain in the sun for months 

Transitive (with an object) lay, laid, laid 

You can lay ti on the table They laid the Itnoleum the following week. 

She had laid it away for some future use 

(See *lay — he.) 

Much the same situation exists with sit and set T*he formal dis- 
tinction in their commonest meanings is 

Intransitive (without an object) sit, saty sat 

Let’s at down They sat foi over an hour without moving They had 
sat that way every Sunday morning for years 

Transitive (with an object) set, set, set 

Set the box in the corner He set out a dozen tomato plants They had 
set one too many places at the table 

(See *set— sit ) 

Some further details on verb forms, in addition to the articles listed 
in the text above, may be found in Index articles ^Auxiliary verbs, 
^Linking verbs, ^Passive voice, *Split infinitives, ^Tenses of verbs, 
^Transitive and intransitive verbs, * Verbs, * Voice. 


2. Subject— verb—object 

The larger part of grammar deals not with word forms but with 
syntax, the relations between words m sentences. The verb is the key 
word in the typical English sentence, with the subject and object or 
complement the words most closely related to it. Though some pro- 
nouns have special forms for the object, the relation between these 
three elements is shown by their position, by word order. In the 
typical sentence the subject precedes the verb and is die starting point 
of the statement (not necessarily the “doer”; see ^Passive verbs). The 
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ob]ect ordinarily follows the verb, or if both subject and object pre- 
cede, the first noun is the object (This bool{^ | object) he [subject] had 
written first) In some constructions the order is inverted 

In questions Hart you any kerosene'* Dots | the form-part of the verb] 
he expect us to read all that? 

In some conditions (a formal construction) Had he known then what 
he knew now, he would have hesitated 

After emphatic adverbs Never havt / seen such a mess 

All these basic matters we pick up early and without conscious 
effort The few trouble spots come from slight complications in a few 
particular constructions and from the fact that in several of these, 
English tends to make the verbs agree with the meaning rather than 
\vith the form 

2a. Compound subjects. Two or more words, usually con 
nected by a conjunction, are frequently subjects of one verb 

1) Usually the verb with a compound subject is plural* 

Pat and Stan hare the same colored eyes 

Both ihe gHininiai and the ctyle of advertising rary considerably from 
Formal Fnghsh 

2) When a singular subject is joined by a preposition (mth, tO' 
gethe> With, as well as) to a related noun, the agreement depends on 
the closeness of the relation When the added phrase seems closely 
related, it is treated as part of a compound subject, and the verb is 
plural, when it is loosely related, especially when set off by commas, 
the verb is singular 

Loosely lehtcd I hai dtetston^ as well as other precedents, wai the decid- 
ing factor in the trial 

1 he lacf{ of lain together with late frosts, /^ eutiing down the yield 

Closely related The taptain with the^e thee ttam mates were given the 
credit 

Tht lat \ of lain togetho with late fiosts tue cutting down the yield 

Formal usage more often than informal uses the singular. 

In most sentences of this sort and will ordinarily seem a more 
natural connective and simpler to handle (taking a plural verb) than 
the preposition 

3) When the two words of a compound subject refer to the same 
person or thing or otherwise form a unit, the verb is usually singular 

The philoiOphei and <acnttit was in unusually good spirits that day 
(But the verb is plural if the idea is not single The philosopher and the 
scientist in Professor Werner’s makeup weie at odds on this question ) 
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Neti/ Yor^ City and vicinity was suffering from a strike of delivery truck- 
men 

Sliver cuts like wood when the proper tool and technique is used 

4) Singular subjects connected with or or either or have a sin- 
gular verb when the idea is clearly singular 

Either a dentist or a doctor is to treat such cases 

Frequently the idea is felt to be plural (especially in questions, where 
the verb precedes) 

If you or anyone else want to come, there is plenty of room 
Are your father or mothei at home*^ 

With negatives {neithet . . . nor) the situation is similar, with the 
plural the more common 

Since neither chemistry not physics woe lequired [more formal was 
required] f most students had no basic physical science 

5) When the two elements of the subject are pronouns in different 
persons, the verb is usually plural in spite of some temptation to use 
the form associated with the nearer 

You and / are sure to go, anyway 

Either you or he ate likely to go (Is is possible here to emphasize the 
singleness of the choice ) 

Neither you not I ate fit for that job 

2b. Collective subjects. Collective nouns are singular in form 
but refer to a group of objects or persons or acts army, athletics, com- 
mittee, ]ury, public, team When the group is meant as a unit, the 
verb IS singular, when the individuals are meant, the verb is plural 

The jury [as a group] has been out five hours 

The jury [i e , the individual members] have been atgutng for hours 

A number of terms of amount and measure have collective agree- 
ment with the singular the more common 

Sixteen and a half feet makes a rod (Or make a rod) 

Six tons was all we used to get 

2c. Blind agreement. When a construction with a plural noun 
comes between a singular subject and its verb, there is a temptation 
to make the verb plural Formal English tends to keep the agree- 
ment strict, but spoken and informal English often have the plural. 

1) Long intervening phrases or clauses containing plural nouns 
often conceal the real subject: 
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The state has hired men to see that everything that has the least contact 
with the milk, from the milker to the caps on the bottles, is spotless 
Here and there a man such as Columbus, Galileo, and others has ven- 
tured into the unknown physical and intellectual worlds 

Occasionally a blitzhneg of apples and pillows, followed by water fights, 
disturbs our floor until early morning 

2) A short dependent phrase, especially an of phrase closely related 
to the singular subject, frequently causes trouble’ 

I decided to go and see exactly how one of these present day cars is put 
together 

Memory of summer heat and summer friends soon fades in the first 
exciting days of the college year 

Words like *type, part^ series^ likely to be followed by a plural phrase, 
are a special temptation 

The greater pait of their inventions has no particular economic impor- 
tance 

The last type of clouds is those of vertical development 
A reties of articles was planned, written, and published 

In spoken usage and in a good deal of informal writing a plural verb 
IS found after these closely knit phrases because their sense is plural. 
With I{tnd and sort the plural is frequently found (and explained 
naturally by grammarians — see *kind, sort) 

This l(tnd of people make [Formal makes] me nervous 
This soft of pictioe^ have [Formal ha<] attained a considerable vogue 
in recent years 

Appropriateness to your level of writing is important in such con- 
structions, though of course in college writing it is perhaps best to 
play safe and follow formal usage 

3) Relative clauses introduced by u/ho or that or which have verbs 
agreeing with the pronoun’s antecedent 

A skunk that has been captuied young makes a good pet 
Skunks that have been captwed young make good pets 

In sentences containing the construction one of those whoy formal 
usage has a plural verb for who because its antecedent {those) is 
plural, informal usage more often has a singular because the mam 
idea is singular 

Formal Dad is one of those folks who <ee though people at the first 
meeting 

Informal Dad is one of those folks who <ces thiough people at the first 
meeting. 
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2d. Subject— complement. When the subject and the comple- 
ment after some form of be are of different numbers, there is a temp- 
tation to make the verb agree with the following noun (the comple- 
ment) rather than with the preceding one (the subject) 

Our chief trouble wa^ [not werc\ the black flies that swarmed around 
us all during the trip 

The material for a good story ts the experiences of the early settlers 
The territory comprised what ts ( not are\ now Texas and Oklahoma 

(Compare *there is, there are ) 

2e. Gerunds. The subject of a gerund (a noun form of a verb, 
ending in is either in the genitive or the objective form. The 
genitive is more common with pronouns With nouns formal Eng- 
lish uses the genitive form, but the objective (the common noun form) 
is more usual and is the regular informal usage 

They had never heard of his asJ^tng for such a privilege 
They had never heard of \ peison [less common a pet son's] asking for 
such a privilege 

Ordinarily use whichever seems the more natural (See ^Gerunds for 
further distinctions.) 


3. Pronouns 

The chief reason why pronouns are a problem is that a greater 
exactness is expected in writing than in speaking In conversation 
the pronouns are inconspicuous words, casually serving various gram- 
matical functions. In writing they can be scrutinized, and the schools 
and publishers have traditionally given them considerable emphasis, 
even more than they deserve A fairly careful use of pronouns is then 
not so much a matter of exact meaning — they are rarely ambiguous 
— as of tidiness and conforming to the expectations of educated read- 
ers. Checking the use of pronouns is one of the jobs of revising a 
paper. 

3a. Agreement in number. Frequently we forget whether we 
are using a singular or plural notion, as this student did 

The value that a pet son can receive from understanding such give and 
take methods will stand them in good stead for the rest of their lives 

This sentence could be tidied up by making the whole consistently 
singular: will stand him in good stead for the rest of hts life. But 
the notion seems actually plural — a statement of general application 
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— so that a slightly better revision would be to change a person to 
people It IS not always the pronoun that should be changed 

3b. Misleading or vague reference. Sometimes an amateur 
writer’s pronouns seem to just happen, as in this 

Wc pulled out our spare, which was under the seat, and put tt on It 
sort of dampened our spirits but we decided to try it again 

The first tt refers to the spare tire, the second to the operation of 
changing tires, and the third to the road or trip Rewriting is needed 
for such sentences 

Usually the situation is simpler 

Students and teachers are working at the same job but sometimes they 
don’t seem to realize it and seem to be competing with them 

The they seems to refer to both students and teachers but by the end 
of the sentence we see it should refer to students only. The sentence 
could be revised 

Students ire working at the same job as the teachers, but sometimes they 
don’t seem to realize this and seem rather to be compeUng with the teachers 

But readers should not be perverse and pretend there is misunder- 
standing when none is necessary In this sentence the context keeps 
the meaning of he and him straight even though two people are 
intended 

He hoped hts guindfather wasn’t in because he made him mad and then 
hi would be sure to cry 

Sometimes a statement including two nouns can be kept clear 
by making one of them plural 

One way to tpproach criticism is to compare an injenor wor\ with good 
onti to see what it [the inferior one) lacks that the others [the good ones] 
have 

The most common reference fault in amateur writing is using a 
pronoun to refer to a noun that is only implied in the statement. 

The actual sport of sailing has changed very little from the lime when 
only the wealthiest had the pleasure of owning one [Better of owning a 
sailboat] 

The other fellow enlisted about two years ago and had spent a year of 
It in Persia (Better The other fellow, who had enlisted about two years 
ago, had spent a year of his service in Persia ) 

3c. Collective pronouns. A collective noun ‘may be taken as 
singular or plural. (See § 2b, “Collective subjects.”) In conversation if 
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we have a collective noun as subject we frequently make its verb 
singular and make a later pronoun referring to it plural. This shift 
in number is frequently found in writing too, especially when the 
meaning is clearly plural, but it is avoided in careful writing. 

If the University wanU to play big time football, why don't they go out 
and get big time teams ^ More accurate why doesn't it go out . . 

Sometimes there is a lot to do and the crew not allowed to run things 
to please themselves More accurate and the crew are not allowed 

A shift in number is especially likely to arise in referring to the 
collective pronouns anyone^ eachy everybodyy everyone In speech 
these are almost universally referred to by plural pronouns; in for- 
mal writing the singular is used or the subject changed to a plural 

Anyone who has spent part of their [Formal his] time abroad can see 
their own [Formal hts own^ country in a different light (Or, the anyone 
could be changed to people People who have spent part of then ) 

It is a rule that before entering an operating room everyone must scrub 
their hands thoroughly (Formal change then to hts or change e vet y one 
to something like all doctors and nnne^ ) 

(See ^Collective nouns and *every and its compounds ) 

3d, Reference to an idea. ThtSy thaty and which are regularly 
used to refer to the idea of a preceding statement 

The mud was eight inches deep, which made the road to Edward’s Bay 
impassable 

Care should be taken in such a construction not to use a pronoun 
that may seem to refer to a particular noun 

I proceeded to go to the phone, which decided my fate for the rest of the 
summer Better Answering that phone decided my fate for the rest of 
the summer 

3e. Indefinite reference. English lacks a pronoun like Geiman 
man or French on to refer to people in general Since one is definitely 
stiff and formal, we use theyy or wey or you. The only problem is m 
being consistent in the use of whichever pronoun seems most natural 
in a passage and not shifting from one to another unless there is a 
genuine shift in point of view (Compare *he or she.) 

Because of these small problems in their use, some students (and 
some journalists) tend to avoid pronouns, but they are necessary for 
easy and clear writing Keeping an eye on them in revising a paper 
and occasionally recasting a sentence will bring them out all right. 
Remember that it is not always the pronoun that needs to be changed 
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but sometimes another part of the sentence. (For other examples, 
see ^Reference of pronouns.) 


4. Modifiers 

Next to the sub)ect-verb-ob]ect relation, the most important gram- 
matical relationship is of modifier to a principal (called the head or 
key word or words) We distinguish modifiers of nouns and pro- 
nouns {adjectives) and of verbs, adverbs, and other modifiers, and 
of complete statements {adverbs). Since our adjectives do not have 
distinctive forms, except in comparatives, their relation is shown by 
position, single word modifiers usually preceding the key word (the 
tallest buildings) and groups of words usually following the key 
word (the buildings of the new plants the buildings that are tallest). 
The position of adverbial modifiers is somewhat less definite Those 
modifying specific words are usually near those words (He drove fast, 
an almost imperceptible breeze) and those modifying the whole state- 
ment tend to stand first or last in the sentence {Certainly you know 
who did It, Since the trolleys had given way to buses, most of the 
tracks had been torn up, It was impossible to keep up with them 
because the traffic was so heavy) 

4a. Single word modifiers. Very few single word modifiers 
cause any trouble, but a few facts may be noted about them. 

1) Predicate adjectives Be and a number of other verbs {become, 
feel, grow, taste) are used as ^linking verbs (or copulas) A modi- 
fier following one of these is related to the subject and so is an 
adjective rather than an adverb 

The train was slow He became <deiit 

He felt bad The tree grew straight 

This tastes fiat The picture looked teal 

Such predicate adjectives should be distinguished from the adverbs 
that modify these same verbs or other verbs 

He felt the edge cat ef idly She looked sadly out of the window 

(See ^Linking verbs and * Adjectives, types and forms.) 

2) Adverbs. Many times there is a choice of position for an adverb, 
allowing for variety and a little different emphasis. 

He turned the dial slowly He slowly turned the dial Slowly he turned 

the dial. 
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A good deal of useless effort has been spent over the placing of ^only. 
Formal usage tends to put it directly before the element it modifies 
but more general usage tends to place it next to the verb 

There have only been four presidents people in general know ot and 
admire (Formal There have been only four presidents ) 

But adverbs should not be carelessly placed so that they are mislead- 
mg or seem to belong to words they are not intended to modify : 

Not Using several pen names, the two editors had almost vsiitten every 
article m the magazine (But, since the almost belongs with evay Using 
several pen names, the two editors had written almost every article in the 
magazine ) 

Section Ic of this chaptei calls attention to a number ot adverbs 
without the characteristic 4v ending But most have the ending hur- 
riedly y moodily y rapidly (See * Ad verbs, types and forms ) 

3) Nouns A conspicuous trait of English is modifying nouns 
by other nouns a pen knife, hospital zone, gasoline buggy, teachers 
college. This construction (the attributive use of nouns) occasionally 
becomes awkward, as in some newspaper headlines, but it is a 
natural and useful locution 

4b. Noun phrases. Nouns occur typically in phrases, either with 
or without prepositions 

Modifying nouns The white house in the next hloc1{ was built in 1842 
His paper, a sloppily typed manusenpt, was obviously done in a hurry 
Modifying verbs He walks in his sleep The box was kept right side up^ 
* Modifying statements He learned more in those fiist days than he ever 
had before He studied harder the first semestei than the second 

4c. Verbid phrases. The verbid constructions made with parti- 
aples, infinitives, and gerunds are usually modifiers, either of indi- 
vidual words or of a whole statement • 

infinitive* The easiest way to loosen a screw top on a jat is to thump 
It a few times on the tloor (Modifies way) 

Participle Coming suddenly to a dead end street, we had to start all 
over again (Modifies we) 

Gerund In painting four of these pictures, he used his wife as model. 
(Modifies the main clause ) 

1) Misrelated modihfrs In the examples )ust given, the phrases 
are closely related to the rest of the sentence, usually because the doer 
of the action expressed by the verbid is also the subject of the mam 
construction. When the relationship is faulty, as in the crude and 
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even humorous sentences in which the phrase seems to modify a word 
that It cannot sensibly apply to, the phrase is mtsrelated 

By da) tin ^ thiough thuds and \eeptng them stives well hidden, the enemy 
battleships aie taken by complete surprise (The phrase actually refers to the 
airplanes mentioned in a preceding sentence ) 

Hit in the nec\ hy a squashy snowball, memories of those distant winters 
in Wisconsin came crowding back to him 

He knew what to do when the first frost set in to prevent the walls ftom 
aacking 

The difficulty may come from the position of the phrase, as in the 
last sentence, or it may be that a different construction, such as a 
clause, would be more natural, as in the second example (When he 
was hit in the neck by a squashy snowball) , or the trouble may arise 
from an unfortunate choice of subject for the main clause, since the 
second sentence would be all right if the main clause was “he re- 
membered those distant winters in Wisconsin “ 

The verbid phrases that attract the reader’s attention, puzzle him 
even briefly, or obviously break a sentence into two parts instead of 
making it a unit, are misrelated and should be rewritten 

2) “Absollte ’ USE OF VERBIDS Between the perfectly related and 
the obviously misrelated verbid modifiers are many that, though ob- 
jected to by those following strict “rules” of agreement, are natural 
and not misleading They really rank as subordinate clauses A num- 
ber of verbs for mental activity are generally so used, especially when 
no actual “doer” of the action in the main clause is named (as in the 
first example below), and frequently when an added detail is in an 
independent verbid construction (as in the second) 

Consult) ing that they woe handmade, the price was reasonable enough 

The two men strolled unconcernedly down the street, their outlandish 
costumes makjng tveiyone turn his head to loo\ at them 

These constructions are one of the several phases of usage that require 
judgment Some will find adhering to strict agreement the easiest 
way, but most will use the natural expressions when they are not 
misleading or awkward (See ^Misrelated modifiers and ^Absolute 
phrases ) 

4d. Clauses. The relationships of subordinate clauses to other 
words of sentences are the same as those of single words: 

Subject (a rather formal construction) That he could be wrong had ne\cr 
occurred to him 

Object We thought they had more sense than that* 
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Modifier (adjective) The first person who unwed got a door prize 

Modifier (adverb) When the first snow came, there was still much out- 
door work to be done 

1) Adjective clauses Clauses modifying nouns are introduced by 
that, which (of things and ideas), who (of people), by where, when, 
why, or without connective: 

1 People who live in glass houses shouldn’t throw stones 

2 These people, who had hardly had a full pieal for thee years, just 
looked at the table piled with food 

3 The man I saw watching from actoss the stieet [or, whom I saw 
watching . ] had moved on 

4 He brought out the musket that [or which, or no connective] his 
great-great-great-grandfather had used in the Revolution 

5 The tractor, which [less common, that\ his wife and daughter also 
drove, was going all the time 

6 Do you remember the time when Dad caught him smoJ^ing'^ 

The clauses in sentences 1, 3, 4, and 6 are close modifiers, setting off 
cheir noun from other similar things; they are called restrictive 
clauses and are not set off by commas Those in 2 and 5 are less 
close, giving an added fact about the noun they modify, they are 
called nonrestrictive, and are set off by commas (See ^Restrictive 
and nonrestrictive, and Chapter 5, § 8 ) 

2) Ad\^rbial clauses are introduced by a number of subordinating 
conjunctions (including after, although, as, because, if, since, so, so 
that, when, where, why) and indicate a number of relationships — 
time, place, cause, condition, and so on. It is important to see that 
they are related to the rest of the sentence by the conjunction that 
expresses the most exact relationship 

A few adverbial clauses modify verbs (He rows exactly as his 
father used to) or other adverbs (It was farther avyay than we 
thought), but the greater number modify a whole statement* When 
the fog lifted, everyone started taking pictures furiously (The clause 
can’t belong sensibly to started alone). The position of clauses modi- 
fying single words is fairly well fixed — close to and usually following 
them — but modifiers of statements usually can either precede or fol- 
low. (See *Conj unctions in use and ^Clauses ) 


5. Idiom and idioms 

Natural and effective English involves many constructions of less 
frequent and less widespread use than those we have been discussing. 
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It IS impossible to present them all m any book, and certainly not in a 
brief chapter. But the following sections touch on a few types of 
expiession that sometimes raise questions 

5a. Particular idioms. Every language has a number of expres- 
sions that do not fit easily into its grammatical categories and yet are in 
good use Some of these are survivals of early patterns of expression 
methtn\Sy many ts the ttmCy come jail, good bye Others are made 
for convenience or to fill some need Let's don't, to ma\e good. Easy 
does It, 

Proponents of formal English have sometimes discouraged such 
idioms, even some in widespread use, like “7 don't thin\ so and so” 
instead of ‘7 thin\ that so and so ts not" Another idiom of long 
standing is try and do something, go and get something, instead of 
the more conventionally formed try to, go to Not all unconventional 
phrasing works, but writing is impossible without such widely used 
idioms, and straining to avoid them results in stilted style 

5b. Idiomatic prepositions. A number of words are convem 
tionally related to other words by a specific preposition 

belief tn technocracy 

conform to public opinion (but in conformity with public opinion) 

conscious o/ his position interest tn mathematics 

If we learn these words naturally, we pick up the idiom, in learning 
new words we should see them in use, see how they fit into sentences, 
not learn them as isolated “vocabulary ” 

A word may occur in idioms with different prepositions, like 
^ agree on a plan, agree with a person, agree in principle, in some 
there has been confusion, as with * different. 

When two words which conventionally call for different preposi^ 
tions are used with a single object, both prepositions should be given 

We know for a fact that most of our players lost a great deal of respect 
for and confidence in the coach 

Probably most mistakes in the use of prepositions come from the 
confusion of two constructions of similar meaning “I was informed 
to report to the branch office in the morning” might be a confused 
blending of “I was informed that I should report . . and “I was 
ab\ed to \ordered to\ report . . 

5c. Infinitive or gerund. Some words are followed convention- 
ally by an infinitive and some by a gerund as illustrated by the fol- 
lowing examples: 


IDIOM AND IDIOMS 115 



Infinitives Gerunds 

able to woi\ capable oj woi\tng 

take pains to tell the idea of uniting 

the way to cut this method of cutting 

neglect to say ignore <aying 

With a number of words either is used 

a chance to hum — a chance for learning 
the privilege to live — the privilege of living 

Gerunds may be used so that their noun aspect is emphasized (The 
trusting of women is a mark of a gentleman ) or their verb aspect 
(Trusting women is the mark of a gentleman ). The latter construc- 
tion IS the more active and is increasingly used in current writing 
(See *Gerunds.) 

5d. Idioms for comparisons* The idioms for simple compari- 
sons are not troublesome He is younger than I thought, It was the 
hardest fight of his career. But when other elements are involved, 
there are some questions of idiom. 

Most people say “The summer was as dry if not drier than the last ” 
Formal English would complete both constructions “The summer 
was as dry as if not drier than the last” or “The summer was as dry 
as the last, if not drier"' 

Other is used in a comparison between things of the same sort but 
not between things of different sorts 

This picture is a better likeness than the other portraits 
This portrait is a better likeness than the bust 

There is not a more enjoyable light novel by any writer [Not by any 
other writer ] 

The two terms of a comparisoa should be actually compaiable. 
This means using a possessive if the mam term is not repeated 

His muscles were firm, like an athlete’s [Not like an athlete] 

The president’s recommendations were more practical than the commit- 
tee*5 [Not than the committee ] 

(See ^Comparison of adjectives and adverbs ) 

6. Consistent constructions 

Finally, a number of matters of tidiness can be grouped under the 
head of consistency. In general, notions of the same value in a state- 
ment would be in grammatical constructions of the same sort and the 
same value; that is, they would be “in parallel constructions ” A be- 
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ginning writer is sometimes not sensitive to little shifts in construction 
but with practice cultivates a sensitiveness to his words as words. 
Formal writing is more insistent on parallelism than conversation or 
infoimal writing; but similar expressions for similar notions help hold 
a sentence together and make for clear and easy understanding. 

Several matters of consistency have been treated in earlier sections 
of this chapter. Here two general sorts are brought together 

6a. Shift in approach to the idea. Although it is not always 
necessary for the two clauses of a compound or a complex sentence 
to be of the same pattern, frequently shifts keep them from being a 
neat unit. 

1) Shift in subject 

Not consistent Consistent 

Perhaps one should not complain, Perhaps 7 should not complam, but 
hut / would like a little more recog- I would like a little more recogmtion. 
nition 

7/;cf should be checked for pres- Tires should be checked and 

suiL 'll least once a week, and you moved , or You should check 

should move them to different wheels tires . and move them 

L\cr\ few months 

2) Active — passive verb 

'Phci cfore the group docs not work Therefore the group does not work 
togctlui [active I and a minimum of together or expect to accomplish any- 
iccomplishment is expected [passive] thing 

3) PlRSONAL — IMPERSONAL 

fic immediately told his compan- 
ions of the vast amount of water 

powei these falls represented, and . and since they weie a thrifty 

since they were a thrifty lot, it was de lot, they decided to import a herd 

elded to import a herd of sheep and of sheep and manufacture woolen 

minuf'icture woolen blankets blankets 

6b. Shift in grammatical rank. In longer pairs or series of con- 
structions having the same relation in a sentence, the giammatical 
value and usually the parts of speech should be similar 

Dad took us aside and gave us a and told us to remember. 

pep talk on sportsmanship [noun] Or a pep talk on sportsman- 

and to remember [infinitive | that ship and on remembering [verbal 

even on opposing teams we were noun] 

still brothers 

Unity IS impossible in this world Unity is impossible in this world 
ot domination, imperialism, and na- in which nations are seeking dom- 
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tions seeking alliances to keep them- 
selves powerful 

I noticed that I was sweating very 
freely, not because of the climate, but 
because of being nervous 

By employing these various meth- 
ods — combination, predatory compe- 
tition, rebates from railroads, and 
having influential friends where they 
were needed — John D Rockefeller in 
1878 came to control 95% of the 
petroleum industry of the country 

An illustration of polmcs in the 
service is m the experience of two 
brothers from my home town, one 
with no education after high school 
and the other has a doctor’s degree 

Any young man who likes a little 
adventure and to save money at the 
same time will find working on an 
ore freighter ideal 

(See Chapter 10, § 2e, “Parallelism and balance,’* and ^Shifted con- 
structions ) 

When the trouble spots of our language are isolated as in this chap- 
ter, writing English looks a great deal harder than it really is Putting 
undue emphasis on these matters makes people too self conscious as 
they write, and perhaps scared. The proper use of this material is to 
help students prevent some errors they may have been in the habit of 
making. By studying certain specific constructions, seeing realistically 
what experienced writers do with them, and perhaps practicing some 
improvements in exercises, students can do much to eliminate habitual 
errors. But in their own writing they shouldn't be concerned espe- 
cially for these details of language until the revision stage They 
should give their papers a careful check for such errors as they are 
likely to make and give the final copy a last reading to make sure 
it represents their best present use of English. 


ination, imperialism, and alliances to 
keep themselves powerful 


. . . but because of nervousness 


. . and the use of influential 
friends where they were needed . . , 


. and the other with a doctor’s 
degree 

who likes a little adventure 
and who wants to save money 


Suggested study 

The exercises in this chapter are arranged in the same order as 
the mam topic headings m the preceding discussion, with emphasis 
placed upon the trouble spots most frequently encountered in fresh- 
man writing. Wherever levels of usage are involved, students should 
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be encouraged to discuss the reasons for their choice of one word 
form rather than another For practice in the recognition and cor- 
rection of errors as they occur in student writing, two themes are 
included, one as a pre-test at the beginning of the exercises, and the 
other at the end as a review. 

Pre-test 

The following theme was written by a student whose powers of 
observation were good, but whose background in English was weak. 
Read the paper through to see how incorrect wording and faulty con- 
structions detract from the merits of the theme, then point out and 
revise each instance of faulty usage that you find, including spelling 
and punctuation mistakes 

''Tiatl Eating'" in the Olympic Mountains 

Have you ever earned a heavy pack up a trail that seemed vertical^ Have 
you ever trudged along a trail with a dollar sized blister burning your heel ? 
Have you ever breathed in to your lungs thin, dry mountain air^^ I have 
and I am going to enjoy those pleasures of mine again To my comrades 
and I, following a new trail into those beautiful Olympic Mts is sport which 
ranks first with us It leads us to mountain meadows which make the finest 
kind of a camping place It leads one through trees made only by God. 
A person does think more of ones God when out “packin’ in ” 

Grazing on the other side of some valley, peaceful like cattle, we see 
herds of Roosevelt Elks At night we go to sleep listening to the Marmot 
whistle and awake listening to them whistle also They generally are the 
first little animal we learn to love in the Oympics Of course there is an- 
other little fellow who we meet, he is the sly old pack rat If we aren’t 
careful to tie our supplies sate m a tree out from his reach, he is sure to 
steal all or part of them We are “clicking” with our cameras continuously 
lovely views and sites we wish to take home with us It is fun to open 
up a photo book in front of the old fireplace at home and look over the 
wonderful wonderful places vou’ve been to and of course should go to 
some time again 

Being real mountaineers, climbing to the summit of one of the huge 
peaks all around us is something we can’t resist We found the view from 
the top terrific After a hot and dangerous climb, it is always fun to take a 
dip in a cool mountain lake All of our party who enjoys this dip is ad- 
mitted to the Old Honorable Organization of Polar Bear’s Often we come 
across neatly kept forest ranger stations usely occuppied by the most interest- 
ing kind of a fellow In the cool evenings its fun to listen to them relate 
there stories of the mountain which have fascinated my comrades and I so 
much Again one often meets old piospectors, whose wirey bodies hard- 
ened by their healthy surroundings seems to keep them alive for ever. We 
who know we must go back to the city envied them very much 
Although we don’t want to be a travelling library, we always found room 
in our packs for a bird book, it is the easiest way to setfie disputes in regards 
to birds and their names After many days of outing we go back home 
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with the immovable idea in our head that we should never care to pack 
and climb those steep trails again Yes Sir, it is funny, but the next Season 
we are altogether again back in those Olympics “trail eating ” 

1. Word forms 

a) Noun forms. Select the proper form of the words in parenthe- 
sis. If more than one form is permissible, explain under what cir- 
cumstances each might be used. 

1 Our straight-hne, all-band television (antennas, antennae) with cirhei 
five- or eight- (foot, feet) steel masts ire no moie difficult to install than 
are aerials for most (radios, radioes) 

2 Go down to the (wharfs, wharves) when the fishing boats come in, 
and you’ll see (basketfuls, basketsful) of (fish, fishes) of every variety 

3 There are more (woman, women) tloctors practicing todav th.m 
there were twenty years ago 

4 It IS not difficult to get (synopsis, synopses) of the classics, but it is 
better to read the works themselves, if you wish to have adequate (basis, 
bases) for critical judgment 

5 Women interested in home (economic, economics) research m iv 
follow one of two (curriculums, curricula) 

6 The girls were cutting graceful figure (eight’s, eights, 8’s) on the ice, 
their (scarfs, scarves) whipping like pennants 

7 The (brothers, brethren) in the fraternity scanned all (passers-bv, 
passerbys) with close attention 

8 The bus line was but a two (minutes, minutes’, minute’s, minute) 
walk from the house, but the (buses, busses) ne\ er came by when you needed 
them 

9 The (hangcr-ons, hangers-on, hangcr’s-on ; down at the Cii) H dl 
this time of year arc thick as (leaves, leafs) in fall 

10 Tvo of his (brother-in-laws, brothers-in-hw) are (alumnuses, aluimii, 
alumnae) of this school 

11 This handwriting is obviously (someone else, someone else’s, some- 
one’s else) 

12 The sudden flowering of countless varieties of (cactuses, caeti) is a 
(phenomeni, phenomenon) that never fails to delight those who visit the 
Southwest desert m spring 

b) Pronoun forms Choose an appropriate form m each sentence. 
If you believe that more than one form could be used, indicate a 
suitable level for each 

1 Do these rules apply to (we, us) freshmen^ 

2 (Who, whom) do you think it could be? 

3 (It’s, Its) easy to see that the team has lost (it’s, its) will to win 

4 No wonder she objects to (you, your) singing first, you sing so 
much better than (she, her) 

5 They decided that two of us should altend the convention- -John 
and (I, me) 

6. (We, us) men are chiefly concerned with protecting what is (our’s, 
ours) 
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7 They are awakened by (him, his) crying out in his sleep 

8 A heavy penalty is imposed upon (whoever, whomever) disobeys the 
ordinance 

9 All three of us — Maiy, Dick, and (I, me, myself) — climbed into 
the front seat 

10 (Who, whom) are you waiting for? 

1 1 After the schooner set sail, there were only (we, us) two on the little 
island 

12 Father decided that it was time for (we, us) older girls to help out 
in the kitchen 

13 (Who, whom) do you think plays better bridge, Dorothy or (I, me)? 

14 In our quarrels with others, it is usually not (we, us) who are at 
t lull, but (they, them) 

15 I think (he, his, him) taking charge prevented a panic. 

16 The teacher had no right to talk like that to (we, us) girls 

17 Between (we, us) and the old man, who loved his grapes lietter 
ilwm (we, us) children, a hot feud broke out every season 

18 Don’t let him in, (whoever, whomever) he may be 

19 We heard many rumors about (who, whom) the culprit really was 

20 When four of (we, us) boys reached camp, we found our visitors 
had taken our bedding and left (theres, their’s, theirs) 

c) Adjectives and adverbs Choose the adjective or adverb form 
that seems appropriate to you in each sentence, and give reasons for 
your choice. 

1 The dog barked, rhe phone lang, and the babv cried (louder and 
louder, more and more loudly) 

2 Confronted by the same temptations, a less conscientious person 
might have acted (different, differently) 

3 Does any flower smell (sweeter, more sweetly) than the rose? 

4 Without any additional machinery, the factory can turn out parts 
much (quicker, more quickly) than it has been doing 

5 You don’t look as it you felt very (good, well) 

6 Each experiment issigned in the course must be done (aeeurate 
KcLirately) 

7 If you want to enjoy some tine mountain scenery, di ivc (slow, slowly) 
when you come to the canyon 

8 With deft fingers, the cowboy rolled the cigarette (light, tighdy) 

9 The ranger’s station is built on (private, privately) owned land 

H) With high octane gas the motor starts (easy, easily) and runs (good, 
well) even in sub-zero weather 

1 1 Your arguments always sound (convincing, convincingly) even though 
there is usually a catch in them 

12 While cutting out the neckline, Grace (accidently, accidentally) cut 
her finger and stained the material with blood 

13 The temperature m the room dropped (considerable, considerably) 
when night came on 

14 The office staff were quick to volunteer that they had been treated 
(fair, fairly) 

15 As the motor warmed, it stopped popping and began to run (steadier, 
more steadily) 
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d) Verbs. In each of the following sentences, supply the proper 
form of the verb in parenthesis If more than one form is acceptable, 
explain under what circumstances each form might be used 

1 I wish now I had (choose) my history and political science courses 
more wisely than I did 

2 When the child was at last found, the news was immediately (broad- 
cast) by every radio station in California 

3 If you (take) more pains with your work earlier in the term, you 
might have (get) better grades 

4 No one was allowed to visit the condemned man before he was 
(hang) 

5 The child (blow) until his face was scarlet, then suddenly the balloon 
(burst), scattering fragments of rubber all over the room 

6 Long before the class bell (ring), everyone was restless and eager to 
leave the room 

7 When feeding time came, the seal (dive) off the rocks and with 
effortless grace (swim) the length of the pool to his dinner of fish 

8 No sooner had the cards been (deal) than he (lay) his hand upon 
the table, claiming a misdeal 

9 If we hadn’t been close to shore, we might easily have (drown) when 
our boat (spring) a leak 

10 When they returned home, after having (sing) carols in front of 
every sorority house, they were nearly (freeze) 

11 I would like to get some of that money back that I (lend) so freely 
last year 

12 A roaring fire was (light), toasts were (drink), and all cares were for 
the time (forget). 

e) Verbs. Rewrite the following sentences, adding an auxiliary 
have or has to the italicized verb in each sentence below and making 
any other necessary changes, 

1. From three to five persons stvtw the English Channel each summer 

2 Ten seconds after the alarm rings the big truck s/i^/es out of the 
fire station 

3. Mumps and chicken pox bro\e out in camp 

4. The two old spinsters cling to each other for support year after year 

5 See that the children wring out their bathing suits and hang them 
out to dry before they eat 

6 By the time the cast memorize their lines, the jokes begin to wear thin 

7 Mrs Madison bears her many trials with a degree of fortitude amaz- 
ing to her neighbors 

8 They dran\ cup after cup of coffee but finally they grew sleepy 

9 Each morning of the week for the past five years she rises promptly 
at six-thirty. 

10 Man did not spring from the apes, but both presumably came from 
a common ancestor 

f) Verbs Choose the forms of the verb m parenthesis appro- 
priate to formal usage, remembering that he, sit^ and rise are intransi- 
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tive, lajy setj and raise^ transitive. If you are in doubt about certain 
idiomatic usages of these verbs, consult the Index or a dictionary. 

1 The route to Key West (lays, lies) almost straight across the shallow 
sea on a series of fills and bridges 

2 The excavation was abandoned, and the tomb was left (laying, lying) 
open and empty 

3 The Mayan pyramids had (lain, laid) buried in the )ungles for un- 
counted centuries 

4 The rank jungle growth had tried to thrust the stone apart, but the 
great blocks were so closely set that it could only (lay, he) a cover of humus 
over them 

5 Before their astonished eyes the barren little valley (laid, lay) as 
empty as a cup 

6 The men worked throughout the night (raising, rising) a barrier 
of sand bags to stem the (rising, raising) river 

7 As soon as the dough (rises, raises), (set, sit) it in a warm place 
for one-half hour 

8 For seven innings, the Cleveland batters were (set, sat) down with- 
out a hit 

9 Many a time I have (sat, set) in a duckblind for hours without see- 
ing a single duck 

10 (Sitting, setting) hens should not be disturbed 

2. Subject-verb-object 

a) Rewrite the following sentences, making the indicated changes 
and any others which you think necessary Be prepared to give 
reasons for your choice ot verb forms. 

1 Change The font to 4 itnes of The four articles on juvenile de- 
linquency that appeared in the Times last month are still being discussed by 
parents and teachers 

2 Change in addition to to and The state sticker in addition to the 
federal revenue stamp brings the total tax to eight cents for each medium- 
sized package 

3 Change Most to A latge portion Most of the Christmas trees cut in 
this area are shipped to Southern California 

4 Change Sociology to Economics Sociology is now the most popular 
course in the University 

5 Omit a collection of There was a collection of forty French moderns 
in the exhibit 

6 Change its to then The orchestra responds perfeedy to its leader’s 
direction 

7 Change One to Two One dollar seems too much to pay for a single 
concert 

8 Change Northwest to Oregon, Washington, and Idaho The North- 
west, with all Its vast area, comprises only one division of the Bureau 

9 After He add ts one of those people who He hates green salads and 

vegetables . * 

10 Begin with Neithei The President and the Vice-President are in 
Washington this week 
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b) Follow here the directions given for the preceding exercise. 

1 Change lighting to acoustics Several speakers have suggested that 
the lighting in our auditorium is not what it might be 

2 Change All to None All of the subjects I am now taking are related, 
directly or indirectly, to my major 

3 Change The whole family to Eveiyone The whole family were 
gathered in the kitchen 

4 Change All to Each All the ushers have little red badges on their 
caps 

5 Change Vaiious to A vanety of Various suggestions have been 
offered for simplifying the parking problem downtown 

6 After always add a pile of There were a I wavs books by the bed 

7 Change oi to and What you want oi what you think you can get 
is a question you must settle in advance 

8 After ciowd add of cadets There is always a crowd around the 
soda fountain 

9 Change money to riches Too many people still think that money 
IS the sole standard of success 

10 Begin with Every motonst instead of Motonsts Motorists who do 
not have new license plates by the first of January are liable to arrest 

c) Select the verb form that agrees in number with the subject 
or the pronoun form that indicates the proper case. 

1 The chief attraction of Glacier Paik for many tourists (is, are) the 
numerous bears that roam the highways begging food 

2 How much (do, does) a good set of golf clubs cost^ 

3 In recent years the study of Latin has attracted so few high school 
students that many teachers are fearful of (its, its’, it’s) becoming in truth 
a “dead” language 

4 Unfortunately, neither Robert nor I (am, is, are) capable of playing 
the leading role 

5 When the intermission ended, the audience came back singly and 
in pairs and took (us, their) seats 

6 The people who laughed when Hitler rose to power were unable to 
foresee the possibility of (he, his, hini) becoming virtual ruler ot all Europe 

7 A small kit of hand tools (is, are) furnished with each machine 

8 It is not difficult to imagine (oneself, oneself’s) falling into a similar 
predicament 

9 The total number of hogs sold this year (was, were) less than the 
number sold last year 

10 Despite what one occasionally reads to the contrary, there (is, are) 
prosperity in this country of ours, and happiness, too 

3. Pronouns 

a) The student who wrote the following paragraphs on the ad- 
vantage^of swimming had more than the usual amount of difficulty 
with pronouns. Point out every instance of faulty agreement, mis- 
leading or vague reference, shifts in person or number, and what- 
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ever other errors you detect Then revise the passage for greater clarity 
and consistency. 

I think that every ptison should Itain to swim when they arc young, 
because it is one of the most healthful and inexpensive sports there is 
You don’t have to spend i lot of money or weeks of time on expensive 
lessons Almost everybody can learn to swim by watching others and then 
trying it themselves Of course they may have a little trouble at first, 
but in swimming, as in most other sports, we only learn to do by doing 
It is important for the beginnei to master the proper method of breathing 
is well as the strokes and kiefs One must breathe in rhythm with the 
stroking, because you turn your head to get a breath on each alternate 
upward stroke 

Once you have mastered the fundamentals, you will find that it is a 
very inexpensive sport If you don’t happen to own a suit of your own, 
It most pools they will furnish you one for a very small fee Girls are 
required to wear caps at some pools I have visited, such as the YWCA 
ind University pools, but these are inexpensive, too Since the cost is 
snuli and it can be enjoyed indoors as well as out, everyone should visit a 
pool or a swimming beach as often as they can 

It has been said that if vou swim regularly in the winter time, you are 
less liable to get a cold than those who do not, which proves that it builds 
u[) a person’s resistance And in the summer lime, one can swim outdoors 
is well as indoors, so no mattei what the weather, the age or t\pe of person, 
oi the size of your bank account, swimming is a wonderful albaiound sport 

b) Rewrite the following sentences changing each subject to the 
singular Make all other eliangts which naturally follow, taking 
particular care that all pronouns are appropriate to their antecedents 
In any eases of divided usage, give both and indicate the level you 
think appropriate foi each 

1 Both teams have then minds made up to win 

All you men will rcccne vour notifications in the morning mail 

3 We have all had our feelings deeply stirred by this unprovoked attack 
(Use Everyone ) 

4 Both species of pi mis will thrive indoors if their leaves as well as 
their stalks are watered (Use hit he} ) 

5 The compaii) wcic lined up lx hind then cipnin 

6 First come two gioups of no’^els anti ill of them are on the s.me 
tliemc 

7 AH parents favoi their own children 

H Ihe autiience were pleased and gave then applause generously. 

c) Revise any of the following sentences in which the reference 
of pronouns seems to you ambiguous, misleading, or otherwise in- 
coiicei If you leave a sentence unchanged, explain why you think 
It satisfactory as it stands 

1 I saw a waitress wipe lipstick off the watei glasses with hei fingers, 
and, without washing them, put them into a revolving steam sterilizer. 
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2 My father and my uncle arc both professional photographers and I 

intend to make it my career too ‘ 

3 Yesterday he passed the Dean on the campus, but he failed to recog- 
nize him 

4. Some students think the library is a place to discuss the latest campus 
gossip, which makes it almost impossible for other students to study 

5 When the cake is taken out of the oven, let it cool for at least five 
minutes before frosting it 

6 Few people have tasted buffalo meat because they are now almost 
exunct, except on one or two reservations 

7 How can people expect freshmen to take a real interest in their sub- 
jects when they put so much emphasis on grades? 

8 International law has been profoundly affected by the recent war in 
all Its phases 

9 My liking for my new roommate soon de\ eloped into friendship and 
today he is one of the best I have 

10 There arc also rubbing tables in the gym for any athlete who may 
need it 

4. Modifiers 

a) Rewrite any of the following sentences in which modifiers, 
whether single words, phrases, or clauses, obscure the meaning or 
make for ambiguity. Be careful to distinguish between “dangling 
modifiers” and modifiers used absolutely (see §2, page 113). If you 
leave any sentence unchanged, explain on what level or levels of usage 
it would be considered correct. 

1 If left alone night after night, how can parents expect to know what 
their children are doing? 

2 Accidents are frequent m the coal mining industry, and sometimes 
even miners get killed 

3 Students who cheat in the end harm nobody but themselves 

4 By this time everyone knows that Bill only works when he has to 

5 Taking everything into consideration, my fiist year at college has been 
a happy one. 

6 While at liberty on bail the prosecuting attorney told the court that 
Carter took a watch valued at $200 from a local store 

7 After spending hours poring over school books, it is very pleasant 
to take a little time out for relaxation. 

8 If the straw on the floor of the chicken coop becomes wet, it should 
be taken out and put in fresh. 

9 Didn’t she even write one letter to you while you were away? 

10 To return a backhand shot, the grip should be changed by moving 
the hand counterclockwise on the handle about 45 degrees. 

b) Follow the instructions for the preceding sentences. 

1 Assuming the prisoner to be guilty, should he not be given a fan trial? 

2 The first medical schools in the United States were exclusively for 
men, but at least one school today in this country only admits women 
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3 There is a complete record of all fires started by saboteurs in the fire 
marshal’s desk right now 

4 John apologized to his friend, convinced that he was wrong 

5 The election officials did not notice that some of the ballots were 
missing until they were counted 

6 Climbing a ladder and taking off the shade, the trouble turned out 
to be only a burned-out globe 

7 Flattered, although he had done nothing to be proud of, George 
began to swell out his chest and show off 

8 Looking at Williamsburg, now so perfectly restored, the past seems 
veiy close 

9 Nonchalantly smoking a cigarette, his hands automatically found the 
chords and beat out the rhythm 

10 The company was looking for a man with a car to interview rural 
clients 

c) Read the directions for each sentence carefully and write the re- 
vised sentence, making the change asked for and any other alterations 
that are necessary, but do not make unnecessary alterations. 

1 Add the idea of to fly safely at the end of the sentence Cadet Frank 
lin’s training is still insufficient 

2 Begin Coming out of the subway A solid row of skyscrapers faced us 

3 Begin Fresh from the uoptes The intense cold made him suffer 

4 Add to float A ship’s volume must be greater than the volume 
of an equal weight of water 

5 Show that the pistol belonged to the guard on duty The guard’s 
pistol had a broken firing pin 

6 Begin To at bt hate faitly Local standards of living and wage scales 
must be studied 

7 Begin To save thennelve^ wot\ Many inventions ha\e been de- 
veloped in the textile industry 

8 Begin Entering the anloch^ The air pressure which has filled the 
diver’s blood with abnormal amounts of oxygen is gradually reduced 

9 Begin Fishing off Flonda A big sailfish struck the hook 

10 Add to get cold in the ivatet The layers of fat on his body are too 
thick 


5. Idiom and idioms 

a) Some of the expressions in the following sentences from stu- 
dent papers are not idiomatically correct; others might be appro- 
priate m certain levels of usage Revise the expressions that seem 
incorrect to you, and explain under what conditions the others might 
be considered appropriate. 

1 The book on proper study habits created a false illusion to the 
value of tests and grades 

2 A student studying in the library on the afternoon of the home- 
coming football game is something you seldom or ever see 
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3 If a young woman attending college plans on marrying before she 
graduates, it is of my opinion that she should take several domestic science 
courses 

4 Our teacher took great pains in seeing that we got a lot out of the 
course 

5 I soon found out, after that first hectic week, that college was no 
different than high school in many ways 

6 The author presented his characters well, and succeeded to make 
each one interesting and unforgettable 

7 Now that I have finished the book, and have had a chance to think 
about It, I can’t help but feel that the plot would be better for a movu than 
for a novel 

8 It isn’t easy to give that first three-mmuie talk in speech class, because 
the members of the class don’t hesitate in making criticism aloud 

9 There ire many advantages and disadvantages in a specialized educa- 
tion in comparison to an education that is not specialized 

10 During my first two years in high school, I seldom made the gndcs 
mv pirenis expected due to my interest in basketball and football 

b) Idiomatic prepositions In each sentence a blank represents an 
omitted preposition which would complete the idiom Fill in the 
preposition 

1 Johnson vowed to himself that if he were acquitted this ehaige, 
he would never again meddle his neighbor’s affairs 

2 They spent the whole morning in a glass-bottomed boat, fiscinatecl 

the marine plants, the coral formations, and the brilliantly colored fish 

3 Some students have trouble adiusting college because it is funda- 
mentally different high school 

4 Six Justices concurred Justice Robinson s opinion 

5 Since he was not opposed the idei, he said he would com- 

ply niy request 

6 After the prize was awarded, it w is discovered that whole pages of 
the winning essay were identical a pamphlet published ten years l^efoic 

7 The old heating system was not adequate both the original 

building and the new wing 

8 The union will not agree . the proposition offered by the 
management 

9 The partners entered an agreement whereby neither would 

dispose his holdings without the consent of the other 

10 He developed a strong distaste publicity after his home was 

overrun newspaper reporters and curiosity seekers 

c) Idiomatic COMPARISONS In each sentence make the change sug- 
gested and any other alterations made necessary by this change 

1 Change three to two Afterglow is the most subtle of Travers’ three 
novels 

2. Add the idea that flying may be safer Transatlantic flying is just as 
safe as steamer travel 

3. Give A1 more than one opponent A1 will be the more dangerous in 
the final sprint because he has greater endurance than his opponent 
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4 Make the mule more adept than a horse A good mule is just as 
strong and adept at applying his weight as any horse 

5 Change unusual to unique This novel has one of die most unusual 
settings in American fiction 

6 Make the adjectives superlative Of the four puppies, Timmy was 
always sleepy and indolent 

7 Make the adverbs comparative Because he was excited, he drove 
fast and recklessly 

8 Make Morse even more vicious than a snake This gunman, Morse, 
is as sly and vicious as a snake 

9 Make Tommy the most intelligent Tommy stands out as intelligent 
in a group of remarkable children 

10 Begin with not only She is the last one to arrive at the office and 
the first one to leave 

6. Consistent constructions 

Recast the following sentences to get rid of shifted constructions 
and to make elements parallel m idea parallel in form 

1 A person’s education should be a cross-section of as many subjects 
as can be taken 

2 Many times I have bought a textbook and from its size alone either 
dreaded the course or else comforted, however, one soon discovers that the 
cover of a book means nothing as far as the course is concerned 

3 The war brought about a revolution in the general attitude toward 
women doctors, and from being merely tolerated, private institutions as 
well as governmental agencies eagerly sought then services 

4 Problem drinkers are actually sick people and to threaten them, 
plead with them, or, as is most commonly done, sending them to jail, is 
wasteful and ineffectual 

5 Perhaps one should not report bus drivers, but I am tired of their 
rudeness 

6 Listening to an opcia m the dark is eertainly less strain on the cul- 
tuie seeker than to stand uiieomprehendmgly in the bright light and on 
the hard floors of an art museum 

7 One should buy all the savings bonds he can ifford, and they can be 
bought almost anywhere 

8 Actually, the effeei of eigaiette smoke on the human system is not 
thoroughly understood, doctors have blamed all sorts of disease on it, it 
has been denounced by reformeis, but science has been able to prove little 
about It 

Review 

You will find in the following student theme examples of many 
ot the trouble spots taken up in the preceding exercises. As you 
read the theme, characterize the level of usage, and notice any de- 
partures from this level Revise unidiomatic expressions, or those 
that seem to you questionable, correct any unnecessary shifts and any 
grammatical, spelling, or punctuation errors. 
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The Emanctpatton of Women 

The life of the American woman is becoming nearer as an equal to the 
life of the American men As each generation passes, we find the American 
women are becoming more independent and they are receiving equal op- 
portunities to the American men 

In our past history, the women’s duties and privileges were bound by 
tradition as established by the generation before them The women were 
educated to respect these traditions The mam reason she had little opportunity 
for a career was because this practice was against tradition, also a woman 
had little or no chance for an education On enteiing marriage, she was 
expected, in various ways, to reduce her attractiveness by adopting a kind 
of a dull, uniform hairdress and costume She was unable to appear superior 
to the master of the household The women were subject to the dull house- 
hold routine that wore her character and appearance to that of a middle- 
age woman before she reached the age of twenty-five She became an 
unhappy woman unless she forced herself to accept these traditions and 
take her place in life where it is expected of her 

The American women today are closer to being on a par with the 
American men For more than a century women have engaged in a drive 
to gain emancipation from the traditional restrictions and also hopeful of 
gaining equal opportunities with men In the second half of the nineteenth 
century they succeeded in opening the doors to higher education Careers 
were opened, mostly monopolized by women, such as the stenographers and 
secretaries The women could be educated into a specialized field and be 
respected and admired for her position in the business world Some women 
have proved themselves even superior to men in certain specialized work 
They infiltrated into many kinds of occupations, particularly during war- 
fare The Women’s Sufferage Act was passed in 1920, which enables the 
women to vote, to serve on juries, and some even held governmental posi- 
tions Her home has become increasingly mechanized which has permitted 
her more time for outside functions, such as bridge clubs, sewing circles, and 
other social and political clubs she is able to perform without her husband 

Even in the home she has aquired new rights and privileges In an 
cqualitarian home she is able to voice her opinions on matters in and out- 
side the home She has aquired the privilege of smoking, drinking, and 
traveling alone without incurring moral disrespect Along with this social 
revolution by the women, they have broken the traditional costume They 
now dress in more appealing (or revealing) garb and keep in the latest 
fashions in dress and hair-do They have openly aquired coquettish man- 
nerisms, which was definitely against the traditions of the past generations 
Making their own decisions and forming the life they wish to live, a great 
opportunity for happiness and success is assured them 

In general, we see a very bright future for the women In another gen- 
eration they can’t help but aquirc the rights and privileges equal with the 
men, as they will be making their own decisions 
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CHAPTER 


Punctuation and other 
conventions of writing 


TOPICS OF THE CHAPTER 

1 Appropriate punctuation 

2 Sentence marks 

2a Period 
2b Question mark 
2c Exclamation mark 

3 Commas 

3a Conventional uses 
3b In senes 
3c Between clauses 
3d With close and 
loose modifiers 
3e To prevent 
confusion 


3f Commas to avoid 
4. Other internal marks 
4a Colon and 
semicolon 
4b Dash 
4c Parentheses 
4d Marks m 
combination 

5 Quotation marks 

6 Capitals 

7. Underlining for italics 

8. Indention and display 


Good punctuation is possible only in good uniting 
If sentence structure is lame or stiff, punctuation 
IS only patchwoi\, helping aftei a fashion but 
also shounng how bad the word pattern ts , — 
George Summey, Jr. 

mister punter the N owing ones complane of my 
hoo\ the fust edition had no stops 1 put tn A 
Nuf here and thay may peper and solt it as 
they plese, — “Lord” Timothy Dexter 

An experienced writer means a point as definitely 
as he means a word — Arlo Bates 






SUGGESTIONS FOR USING THE CHAPTER: Thts chapter presents a gen- 
eral approach to punctuation and reviews the principal uses of the vari- 
ous mar\s Further examples and some le^s important uses will be found 
in the Index article on each mar\ The teacher should loo\ at these and 
decide whether a given class would piofit from reading them also 
The chapter does not depend directly on any other y though in pre- 
senting a realistic view of punctuation instead of an appioach from fixed 
rules, a sense of the general chat actenstics of foimal and tnfoimal Eng- 
lish (Chapter 2) is necessary as a guide to the choices in practice offered 
The chapter could be taken up at any time during a couise when specific 
work punctuation seems profitable 


P UNCTUATION MARKS are one aid toward getting our exact mean- 
ing on the page They do more than mark such obvious facts of 
language as “This is a sentence,” “This is a question ” They help 
us separate both words and thoughts and so present them distinctly 
to a reader, they help group and keep together related ideas, they 
set off certain words for emphasis Their use affects the tempo of 
writing* Too many marks may slow the reader to the point of ex- 
asperation, and too few may make him go over a passage two or 
three times to get its probable meaning The writer who wishes his 
work to appear to the best advantage will give close attention to its 
punctuation.^ 

^The most thorough study ot current punctuation practices (and the onl> one with 
any “authority”) is George Summey, Jr, American Punctuation (New York, 1949) 
There is a useful survey of practice and discussion of principles in S A Leonard, Current 
English Usage (National Council of Teachers of English, Monograph No 1 , Chicago, 
1932), pp 3-92 

There are a number of articles on general principles, such as Const inee M Rourke, 
“The Rationale of Punctuation,” Educational Review, 1915, 50 246-258 and Sterling A 
Leonard, “The Rationale of Punctuition A Criticism,” Educational Review, 1916, 
51 890-92 

The stylebooks of publishing houses treat punctuation The University of Chicago 
Press, A Manual of Style, 11th Ed (Chicago, 1949) is thorough, representing the usage 
of a conservative house John Benbow, Manuscript & Proof (New York, 1937), which 
gives directions for writers and compositors of the American Oxford University Press, 
4 S brief but perhaps the most sensible of the stylebooks 
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RELATED CHAPTERS AND ARTICLES: 


Chapter 1, §7 
Chapter 9 J§3a‘3b 

* Abbreviations 

* Apostrophe 

* Aster i:>\ 

*Brace 

* Capital letters 

* Caret 
*Colon 
^Comma 
^Dash 
*Dates 


^Diagrams, giaphs 
^Ellipsis 

^Exclamation mar\ 
^Foreign words in 
English 
^Hyphen 

* Leaders 
^Letters 
*Money 
*N umbers 
^Parentheses 

* Per tod 


^Question mar\ 
*Quotatton maihj 

* Restrictive and 

nonrestrictive 

^Semicolon 

* Senes 

^Social correspond* 
ence 

^Tabulations 
^Titles 
*JJ nderlintng 


Most marks come naturally. Even in a hastily written first draft 
the writer will feel the natural i^rouping of his ideas sufficiently to 
mark the sentences and most of the subordinate elements in some 
reasonable way But punctuation is not completely automatic, even 
with practiced writers The boy who put at the end of a class theme 
“Not time to punctuate” was partly right, for punctuation needs care> 
ful checking in revision By far the largest number of slips in punc- 
tuation in student papers are from carelessness — omission of end 
quote marks, period after a question, a comma or an apostrophe 
forgotten Most of the suggestions about the use of particular marks 
made in this chapter and in the alphabetical articles in the Index are 
to be applied in revising papers rather than in writing the first draft 
The practices of punctuation are set by the editors of books and 
periodicals, who draw up statements of their usage in stylebooks and 
change the manuscripts they print to conform to these rules Though 
the practices vary somewhat between publications, they agree on 
most points English teachers try to encourage students to follow 
the more important and commonly accepted uses Since readers have 
come to understand punctuation marks as signals in interpreting 
what they read, it is to a writer’s interest to know and to follow 
rhe usual conventions and also to know where he has a choice 
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1. Appropriate punctuation 

Effective punctuation depends on a knowledge of the meaning 
and function of the various marks, summarized in the table on the 
opposite page, and on a knowledge of their actual use in current writ- 
ing Some uses are so fixed in typical writing and printing that they 
serve as definite signals to the readers, and because they are so wide- 
spread and definite, they offer no problem for a writer he uses them 
automatically and if he neglects them it is from carelessness or haste 
The marks at the ends of sentences, for example, are fairly well stand- 
ardized; the uses of other marks, such as the period after abbreviations, 
the colon, and quotation marks, are quite definite. 

But in a number of punctuation situations, especially in pointing 
the parts of sentences (“internal punctuation”), a writer has a choice 
The basic aim of course is to make his statements easily grasped by 
a reader — remembering that strangers coming cold to his matter 
may need a little more guidance than does the writer, who is already 
familiar with it The readers’ minds may not run in the same grooves 
as the writer’s, but they can be guided so that they will follow him 
The clues to the choices that do exist are in appropriateness to the 
writer’s intention and to the other qualities of his style 

Two series of marks that are related can illustrate the range of 
choice The first series — the comma, semicolon, and period — may be 
used to separate elements or statements, differing in degree of separa- 
tion indicated. A comma makes a slight separation, a period a com- 
plete separation, and a semicolon a separation that is between the 
other two but much neaier the period than the comma Look at 
these versions of the same statement 

1 The person, the time, the place, the purpose, the preliminary assump- 
tions — these enter into all discussions of human affairs, it seems impossible 
to conceive of any discussion without these features 

2 The person, the time, the place, the purpose, the preliminary assump- 
tions these enter into all discussions of human affairs It seems impossible to 
conceive of any discussion without these features 

3 The person The time The place The purpose The preliminary 
assumptions These enter into all discussions of human affairs It seems 
impossible to conceive of any discussion without these features 

The first is obviously the most rapid, holding the elements most 
closely together; the second is more emphatic and slower; the third 
gives still more emphasis to each element but moves more rapidly 
than the second. Professor C. A Beard actually wrote it the third 
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The Principal Punctuation Marks 

1 Sentence marks Used principally to mark the end of sentences 

. Period y at the end of statements (and after abbreviations, 

in decimals, dollars and cents, and so on) 

? Question mar\ (interrogation point), at the end of ques- 
tions He said, “Do you want to come?”, not used after in- 
direct questions He asked if we wanted to come 

! Exclamation mar\ (exclamation point), at the end of an 
exclamation or vigorously stressed sentence 

Long dash^ after a statement that is interrupted 

. . . Ellipsis, after a statement that is left uncompleted, or a 
speech that is allowed to die away 

2 Internal marks Used to separate or to indicate the relation be- 
tween elements within a sentence 

, Comma, the most common mark, is basically a mark of 
slight separation between words, phrases, or clauses It has 
a number of routine uses, as in *dates 

; Semicolon, indicating a degree of separation between con- 
structions greater than that marked by a comma and 
slightly less than that marked by a period 

: Colon, a mark of anticipation, pointing to what follows 

It IS used after the salutation of a business letter, and to 
introduce formal quotations, explanatory statements, or 
series too long or too heavy to be prefaced by commas 

— Dash, a mark of separation more intense than a comma 
It is used when the construction of a sentence is abruptly 
broken and when a note of surprise or feeling is indicated 
Two dashes may set off a parenthetical expression 

( ) Parentheses, or curves, used to inclose explanatory state- 
ments not built into the construction of a sentence, 

[ ] Brackets, used to inclose matter that has been inserted in 
quotations and as parentheses within parentheses. 

3 Quotation marks “ ” Used to inclose speeches in real or im- 
agined conversation and any short quoted words or statements 
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way (The Discussion of Human Affairs^ p. 14), giving the state- 
ments still more emphasis by having them stand as a complete para- 
graph In a somewhat less emphatic style the first would be equally 
good, but It would fit only in a more informal style than the book 
was written in. 

1 The classroom is sparsely populated because the assignment had been a 
long one and many of the smart boys are in their rooms still sleeping 

2 The classroom is sparsely populated, because the assignment had been a 
long one, and many of the smart boys are in their rooms still sleeping 

3 The classroom is sparsely jxipulated, because the assignment had been a 
long one, many of the smart lx)ys are in their rooms still sleeping 

4 The classroom is sparsely populated, because the assignment had been a 
long one Many of the smart boys are in their rooms still sleeping 

Any of these four versions is possible, and which is best could be de- 
termined only by knowing the general style of the paper The first 
would be appropriate in an informal, rapidly moving papei , the third 
in one distinctly more formal, the fourth gives more emphasis to 
the individual statements and comes between the first and third in 
ease and speed, the second follows a rule often found (to put a 
comma between the two clauses of a compound sentence) but seems 
perhaps the least satisfactory of the group 

A second series of marks that have much the same meaning but 
different tone is two commas, two dashes, or parentheses used to 
‘‘set off” a casually included or parenthetical part of a statement Con- 
sider the emphasis on but actually turns out to be a help in these 
four versions of the same sentence: 

1 One thing which at first seems to be an obstacle for an athlete but 
actually turns out to be a help is the feet that he usually has less spare time 
than a non-athlete 

2 One thing which at first seems to be an obstacle for an athlete, but 
actually turns out to be a help, is the fact that he usually has less spare 
nmc than a non-athlete 

3 One thing which at first seems to be an obstacle for an athlete — but 
actually turns out to be a help — is the fact that he usually has less spare 
time than a non-athlete 

4 One thing which at first seems to be an obstacle for an athlete (but 
actually turns out to be a help) is the fact that he usually has less spare 
time than a non-athlete 

The first version could go m an informal style that was using as 
few marks as possible; the second, with commas, throws more em- 
phasis on the but actually turns out to be a help^ the idea that is 
to be developed in the rest of the paper, the dashes emphasize the 
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phrase still more; the parentheses depress it, make it less essential 
than the writer would want it to be. Whether he chose the second 
or third would depend on whether the general style was more or 
less emphatic 

Consider the following set of sentences* 

1 When writing presents the great human emotions common to all 
people of all civilizations, jealousy, love, pride, courage, etc , it may be said 
to have “universality ** 

2 When writing presents the great human emotions common to all 
people of all civilizations (jealousy, love, pride, courage, etc), it may be 
said to have “universality” 

3 When writing presents the great human emotions common to all 
people of all civilizations — jealousy, love, pride, courage, etc — it may be 
said to have “universality ” 

The first of these seems awkward, largely because there are several 
commas within the element that is to be set off (, jealotuy, love^ 
pride ^ coinage, etc , ), the second is too formal, even though paren- 
theses are common in such a reference book as the quotation is 
from, the third, which actually occurs in Thrall and Hibbard’s A 
Handbook to Literature (p 452), is the best solution Ordinarily 
dashes would indicate a more emotional note, but here they serve as 
enlarged commas 

These short examples show that when there is choice, decision 
rests on the writer’s intention, the reader’s convenience, and the tone 
and other characteristics of the style More complex (not neces- 
sarily longer) sentences need more and heavier points (semicolons 
for commas, perhaps) to guide the readers, shorter and more direct 
sentences need fewer Many of the “rules” ordinarily given for punc- 
tuation are based on nineteenth-century style, in which the sentences 
were longer, averaging about 40 words, and contained more con- 
structions, sentences in current writing tend to average nearer 20 
words, have fewer constructions, are more direct, and so need fewer 
marks 

The present practice is for rather informal or “open” punctua- 
tion, using the marks conventionally required and only as many 
more as the readers will require for readv understanding. More for- 
mal writers tend to use more marks, often required by their more 
elaborate sentences but often also because they follow a tradition of 
formal or “close” punctuation The following ^passage, given with 
the formal or “close” punctuation and with the informal or “open,” 
illustrates some of the differences between the two styles* 
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Formal {Close) 

Now, the chief literary and dra- 
matic vice of the scientists and phi- 
losophers, IS that they seldom begin 
at the point of the reader’s or hear- 
er’s interest Here, for example, is 
a book on botany It begins with a 
long account of the history of botany, 
and continues with an even longer 
account of the general principles of 
the science But what do you, or 
what do I, want to know about the 
feeble beginnings of botany? We 
want to know — provided, of course, 
that we want to be something more 
than the ladylike botanists who 
know only the names of flowers — 
we want to know what the problems 
of botany are, in what direction 
botanical research is tending, what 
differences all this botanical research 
makes anyway, why it is worth 
studying. 


Informal {Open) 

Now the chief literary and dra- 
matic vice of the scientists and phi- 
losophers IS that they seldom begin 
at the point of the reader’s or hear- 
er’s interest Here for example is a 
book on botany It begins with a 
long account of the history of botany 
and continues with an even longer 
account of the general principles of 
the science But what do you or 
what do I want to know about the 
feeble beginnings of botany? We 
want to know, provided of course 
that we want to be something more 
than the ladylike botanists who 
know only the names of flowers, we 
want to know what the problems of 
botany are, in what direction botani- 
cal research is tending, what differ- 
ences all this botanical research 
makes anyway, why it is worth 
studying 


Since most writers today, and certainly most student writers, 
write in rather simple sentences, they generally are encouraged to 
follow the more informal custom With simple, direct phrasing this 
IS natural. The direct movement of this 36 word sentence from a 
brief review of a novel m the London Times Literary Supplement 
shows how directness removes the need for internal marks 


Cardiac failure has been so often used as a device that the reader’s own 
heart sinks slightly on learning in the first chapter that John Raymond was 
given six months to live by a Harley-street specialist 

Modern fiction writers, for whom straightforward movement is 
important, have more leeway in punctuation than factual writers and 
also tend to use fewer marks than their predecessors A passage from 
John Dos Passos’ The Big Money shows how open punctuation tends 
to help the impression of movement, more marks would make the 
passage appear more formal and make it move less swiftly 

Margo felt funny drivmg out through the avenues of palms of Beverly 
Hills sitting beside Sam Margolies. He’d made her put on the old yellow 
cveningdress she’d bought at Piquet’s years ago that Agnes had recently 
had done over and lengthened by a little French dressmaker she’d found 
in Los Angeles Her hands were cold and she was afraid Margolies would 
hear her heart knocking against her ribs She tried to think of something 
funny to say but what was the use, Margolies never laughed She wondered 
what he was thinking She could see his face, the narrow forehead under 


138 PUNCTUATION 



his black bang, the pouting lips, the beaklike profile very dark against the 
streetlights as he sat stiffly beside her with his hands on his knees He still 
had on his white flannels and a white stock with a diamond pm in it in the 
shape of a golfclub As the car turned into a drive towards a row of bright 
tall frenchwindows through the trees he turned to her and said, “You arc 
afraid you will be bored. • . . You’ll be surprised You’ll find we have 
something here that matches the foreign and New York society you are 
accustomed to ” As he turned his face towards her the light glinted on the 
whites of his eyes and sagging pouches under them and the wet broad lips. 
He went on whispering squeezing her hand as he helped her out of Ae 
car “You will be the most elegant woman there but only as one star is 
brighter than the other stars” — John Dos Passos, The Btg Money, p 407 

All this suggests that before one can worry intelligently about 
a specific mark of punctuation in his writing he needs to know 
something about his style in general, whether it is rather involved 
and formal, requiring the support of a number of marks, or whether 
il IS straightforward and relatively simple, not needing them. A 
theme reader’s experience is that most college students write rather 
directly, or soon learn to, and that they come to college with a tendency 
to close punctuation that is not appropriate to their writing Most of 
them should probably follow a rather open style, using marks — except 
in a few stereotyped places where readers will expect them — only to 
emphasize the structure and meaning of the sentence Benbow’s advice 
(Manuscript & Proof, p 85) is sound “In general, omit all punctua- 
tion which does not add to clearness ” 


2. Sentence marks 

The sentence marks are among the most fixed and least trouble- 
some to use a period after a statement, a question mark after a ques- 
tion, an exclamation mark after an exclamation or emphatic com- 
mand or especially vigorous statement In the great majority of 
sentences no question arises about the end punctuation. 

2a. Period. Besides marking statements, the chief conventional 
uses of the period are. 

1) Abbreviations: Dec. N.C. e.g. vol. When the letters of the 
abbreviation are frequently spoken instead of the words they stand 
for, the period is often not used: CIO, EGA, TVA, USSR (but it 
should usually be kept in U S.) See ^Abbreviations §3. 

2) Dollars and cents: $1428 $.87 (but not in 87 cents, 87^), 
See *Money 

3) Decimals: .4 .04 14.331/3 (but 4%, 4 per cent). 

SENTENCE MARKS 139 



2b* Question mark* A question mark is used after a clear cut 
question: Did you know that he had been to Alaska? It stands im- 
mediately after the question if it is included within a sentence What 
do all these facts prove ? you may ask. (A comma might be used here, 
giving a good deal less emphasis to the question • What do all these 
facts prove, you may ask.) A question mark is not generally used 
after a request phrased as a question (Will you please give this your 
immediate attention ), though it might be used in rather formal style 
A question mark is not used after an indirect question* He asked 
if we wanted to play tennis He asked his mother why he could not 
leave the house on Saturday 

In formal exposition and reference works a question mark indicates 
an uncertain fact: the Venerable Bede, 673?-735, or 673(?)-735 

2c. Exclamation mark. Whether or not a word or statement is 
regarded as an exclamation depends on the stress it receives. In this, 
writing IS largely a representation of speech. The one word exclama- 
tions range from ones like Ouchl which would almost always carry 
an exclamation mark to mild ones like Oh that might warrant one 
or might deserve only a comma. In general, exclamations (You^ 
You there with the glasses!), vigorous commands (Don’t you dare 
say that again^), and occasional emphatic statements (This was a 
markup of 300%!) have exclamation marks But they are less used 
than formerly, except in advertising and in some excited personal 
writing that deserves to be called the ^schoolgirl style 


3. Commas 

Over two thirds the total number of punctuation marks used in 
writing are commas and probably the question “Should there be a 
comma here?” is the most common question we ask in revising our 
manuscript. The question is hard to answer because the comma is a 
light mark without any special tone or meaning of its own, as the 
colon and dash so conspicuously have, and yet it is tremendously 
useful in clarifying our meaning 

Fundamentally a comma is a mark of slight separation. The sep- 
aration IS very slight indeed in the conventional uses (as m dates), but 
in most instances it is just sufficient to keep words or phrases distinct 
and so make them more easily understood, and often to throw a 
slight emphasis on what follows or on what precedes The follow- 
ing passage shows typical modern practice in use of commas. At the 
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end the reason for each comma is noted, and some places are pointed 
out where commas might have been used but were not. 

Just as wc were leaving [a paper factory], [1] I saw two little boys sweep- 
ing an immense, (2] dusty litter down a long corridor They must have 
been fourteen, [3] which is the age for leaving school in England, [3] but 
they were small enough to be taken for nine or ten They glanced at us 
apathetically [4J and then went drearily on with their sweeping Their 
faces were almost blotted out with fatigue [5] and they moved like sick 
old men I touched Mr Higgmson on his pm-striped sleeve [6] and asked 
him how many boys of that age were employed in the plant, [7] but either 
he did not hear me over the noise of the machinery [8] or he pretended 
not to There is a curious distinction, [9] incidentally, [9] between English 
and American conservatives It lies in their hearing If an American re- 
actionary has his attention called to subhuman living conditions, [lOJ he 
answers with great heat [11] that those people spend all their money on 
radios and fui coats The British Tory, [12] on the other hand, [12] 
smiles radiantly and replies, [13] “We have been having frightful weather, 
[14] haven’t we?*’’ That is the principal difference, [15] I think, [15) 
between the two civilizations — Americans make an unconscionable noise 
and clatter in their running away from life, [16] whereas the English have 
been running iway from it for so long, [17] they do not even know that it 
is there — Margaret Halsey, With Malice Toward SomCy p 226 

1 Oimma separating an adverbial clause that precedes the main clause 

2 Comma between two parallel adjectives, both modifying Utter, con- 
trist sic}{ old men below 

3 Two commas setting off a nonrestrictive adjective clause 

7 Oimma separating coordinate clauses connected by but 

9 Two commas setting off the parenthetical modifier tnadentally 

10 Comma sepaiating an adverbial clause that precedes the main clause 

12 Two commas setting off the parenthetical on tht otho hand 

13 Comma preceding a quotation 

14 ('omrna separating two clauses of a comjiouiif) sentence 

15 Two commas setting off the paienthetica! / 

16 Commi between two coordinate clauses of a compound sentence, 
formal wilting would have a semicolon here because wheteas is a *conjunc- 
Uve adverb 

17 Comma separating the mam clause from a following subordm Ue 
clause If the connective that had been written introducing the suboidinate 
clause, probably no comma would have been used 

A writer using close punctuation, that is, using as many marks as he could, 
would probably put commas at 5 and 8, separating pairs of coordinate 
clauses, but since the clauses are short and closely connected in thought, 
the comma is not necessary and is properly omitted here Some writers 
might put a comma at 4 and 6, separating the coordinate verbs that have 
they and 1 as subjects Unless the parts of the compound predicate are verv 
long, it is better to omit such a comma Open punctuation rightly omits a 
comma at 11, though one might be used in close punctuation 

The examples on pages 134, 136, and 137 suggest that though rules 
can be given for the use of some commas the actual practice of writers 
varies considerably. Except for uses that are quite conventional, 

COMMAS 141 



writers go largely by the (eel of the sentence, its movement and em- 
phasis. Studying the punctuation ot good recent prose that has about 
the same movement that you would like your writing to have is 
quite useful in getting the right feeling for placing commas 

As a general thing college students use too many commas, more 
than the simple material and the direct movement of their sentences 
need Most textbooks and most teachers have tended to encourage 
close punctuation, and students sometimes, especially the more con- 
scientious students, seem to see how many commas they can put m 
and so give their writing a slow movement that it doesn’t deserve 
The boy who wrote this sentence was taking no chances 

Naturally, the first thing he does, after his interest is aroused, is to attempt 
to construct a small receiving set of his own 

No one of those commas is wrong but no one of them is necessaiv, 
and without them the sentence moves more easily — and more appro- 
priately to a simple account of experiences in amateur radio 

Naturally the first thing he does after his interest is aroused is to attempt 
to construct a small receiving set of his own 

The general advice of this book, then, is to use commas where the 
reader will expect or need them, but beyond this to use them only 
when they actually contribute to the understandability of the sentence 
Where choice is possible, the final decision will often depend on the 
rhythm and meaning of the individual sentence and on fitness to 
other factors of style The formal writer will always tend to use more 
commas than the informal Partly because the use of commas de- 
pends on the movement of a passage, it is better not to pause in writ- 
ing the first draft to decide about^ putting in a comma Commas 
should be attended to in revision, when the context can help decide 
questions of appropriateness 

The following sections on uses of the comma are given to help you 
decide what uses are appropriate m your writing 

3a. Conventional uses. Commas are used in a number of stand- 
ardized situations 

1) In dates, between the day of the month and the year May 
20, 1951. When only the month and year are given, a comma is not 
necessary (May 1951), though it is frequently found (May, 1951) 

2) In addresses, between town and state or city and country when 
they stand on the same line Waco, Texas, Seattle, King County, 
Washington; Casablanca, Morocco. 
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3) After the salutation of informal letters Dear Fred, Dear 
Aunt Dorothy, 

4) In figures, grouping digits by threes 6,471,063 

5) After names followed by titles or degrees A H Hazen, 
Ph D , Arthur Garfield Hays, Esq , J. F. Forsythe, Jr., Annie T. 
Bowditch, Secretary 

6) After weak exclamations, like well^ oh^ why^ when they are 
not emphatic 

3b. In series. Commas separate the items of a senes of three or 
more short elements 

The typical freshman’s program includes English, social studies, a lan- 
guage, and some sort of science 

When to get up, when to eat, when to work, when to have fun, when to 
go to bed were all laid down in the regulations 

Commas are not used when the items are joined by connectives 

File insurance and life insurance and accident insurance and car insurance 
and all other forms of insurance are bets placed on odds more or less 
scientifically determined 

Formal usage regularly retains a comma before the last member 
of a series when it has a connective (literature, painting, sculpture, 
music, and drama) ; informal usage does not (literature, painting, 
sculpture, music and drama) unless some misinterpretation would 
result, as when the last item itself contains a connective (tired, dirty, 
and black and blue) A writer should be consistent in this use or 
non-use of the final comma, but he has the option of choosing which- 
ever practice is more consistent with the other traits of his style 
(See ^Series ) 

Commas are used in a series of adjectives modifying a single noun 
if each separately modifies the noun this short, clear, illuminating 
account. Commas are not used when one adjective qualifies the 
total expression following it in the good old New Deal days Ac- 
tually the commas tend to be used in a literal, expository tone and 
not to be used in more emotional tones The difference is seen in 
these two versions 

glowing, deepset, fanatical, brown eyes (literal, descriptive) 
glowing deepset fanatical brown eyes (more moving) 

3c* Between clauses. The use of a comma between the clauses 
of a compound or complex sentence depends in general upon the 
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length of the clauses and upon the closeness of the relation between 
them* the less close the relation the more need for a comma 

1) Between coordinate clauses. In informal writing two co- 
ordinate clauses closely related in meaning and joined by a conjunc- 
tion have no punctuation, though formal writers usually have a 
comma If the clauses are long and not very closely related, especially 
if they have different subjects, there is more often a comma. There 
IS usually a comma if the connective is but or jor 

They read novels by the do/cn and they write a repoit on every one 
Informal Most textbooks have tended to encourage dost punctuation 
and students sometimes seem to see how many commas they can put in 
Formal Most textbooks have tended to encourage close punctuation, and 
students sometimes seem to see how many commas they can put in 
These increased orders meant a demand for labor, [Informal, no m^rk] 
and workers began to stream in from all parts of the state 
There are recognizable dialects in the United States, but they show fewer 
differences than would be expected in a country of such size 
Yet this IS not a characteristic test, for the same reaction is given by several 
other aromatic compounds 

2) With preceding subordinate clauses Short, preceding sub- 
ordinate clauses are usually not punctuated, longer clauses or phrases, 
especially if they modify the whole statement, are usually set off As 
usual, formal style is more likely to use a comma 

Comma not necessary As soon as they register they inuM pay their fees 
Comma optional When we lost the fourth of the six games, [or no 
mark] we just about gave up 

Comma likely Because so much of the land has been taken for farms, 
regions where birds and wild animals can live have been greatly reduced 
Comma with long phrase In a society without hereditary social standing, 
a person’s job is the chief sign of his status 

3cl. With close and loose modifiers. The punctuation of words, 
phrases, and clauses modifying words that precede them depends on 
the closeness of the relationship between modifier and key word 
1) Close or restrictive modifiers — no commas A modifier that 
closely limits or restricts the meaning of its key word is not set off 
by commas. The principal type is the restrictive adjective clause 

Boys who are supposedly wild should not be sent to a stiict preparatory 
school (Not all boys are supposedly wild ) 

The man who had the atsle seat had to get up four times 
The house that bwned was pretty well gone to pieces anyway (Most ad 
jecuve clauses beginning with that are restrictive ) 

The first three cars wc ^aw were going the wrong way (All adjective 
clauses without an introductory pronoun are restrictive ) 
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Other close modifiers are appositives and epithets that are treated 
as part of a name (Charles the Good, Lang the baker) or that obvi- 
ously limit a noun (His friends Jock and Harry were the first to 
arrive) and adverbial clauses that would be spoken without a pause 

He must have left because he had anotbtt apponitnitnt 

A freshman has a chance to see all that is ^omg on at a fraternity when 
ht )eceivts an invitation to dinnei 

2) Loose or non restrictive modifiers — commas Loose modifiers 
— added descriptive but not limiting details, nonrestrictive or paren- 
thetical^ — are usually set off by commas 

A T Fowler, assistant pioftssot of zoology, teaches the course 

Another time Frank spent an unforgettable week with his father, who 
had broJ{en a leg and was unable to go to tin office 

His best friend, /oc^, was the first to come 

Old Nat, who had been a gicat fishcnnan in hic day, wouldn’t believe 
our story 

He must have left, because hic coat and hat ait gone 

In saying or reading sentences like this there is usually a slight change 
of tone and a very brief pause before the modifier 

Note that if the loose modifier is not at the end of the sentence 
two commas are necessary 

Frequently a writer has a choice of using or not using commas 
with a loose modifier, using them it he wants to emphasize a slight 
relation, not using them if he wishes them to seem more closely re- 
lated There is often no difference in meaning, only in tone and 
movement The tendency to open punctuation has resulted in fewer 
marks around modifiers In sentences like the following, commas 
might or might not be used around the italicized expressions, depend- 
ing on the tone and emphasis desired 

The man who had pieviotisly glanced at us now really stared 

We must of couite face the facts 

This atmosphere is completed when you are giteted by the doorman 
diessed up like a vaudeville admtial 

The best test is reading the passage aloud, using commas if you 
change your voice and pause slightly before the modifier, not using 
them if you naturally read without change. 

3e. To prevent confusion. A comma is used to prevent any prob- 
able confusion or hesitation in reading 

After all, the students had gone quietly 

They had to hurry, for then dinner had been long on the table 
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He came up sputtering and blubbenng, as usual looking like nothing but 
an overgrown baby seal 

As this shrewd fellow knew, nothing makes food cook like a good fire 

3f. Commas to avoid. There is a temptation to put commas in 
some places where they actually interfere with reading, that is, where 
they keep apart elements that should run consecutively 

1) Do not separate a subject from its verb, or a verb from its 
complement, or a preposition from its object, or the two verbs of a 
compound predicate. 

Boys who are supposedly wild [no comma] should not be sent to a strict 
preparatory school 

All my hobbies and inclinations [no comma] came at last into their own 
Everyone is crying [no comma] “Economize ” (“Economize” is a direct 
object, not a quotation formally introduced by a verb like He said ) 

He would not have done it except [no comma] that everyone was dar- 
ing him to 

When teeth are extracted [no comma] and not replaced immediately, 
there is nothing to prop the jaws apart 
Another way m which the schedule should be rearranged is [no comma] 
so that the games in the last week should be at home 

If a loosely related element comes within any of these construc- 
tions, It should be set off by commas (“Two commas or none”) 

All my hobbies and inclinations, acquired slowly in the past ten years, 
came at last into their own 

Another way in which the schedule should be rearranged is, tn my opinion, 
so that the games in the last week should be at home 

2) Do not separate a short adverb from the words it modifies 

Soon [no comma] we were at the gym and in less time than usual [no 
comma] were in our uniforms 

Women also [no comma] are interested in sports and even m business 

3) Do not separate a conjunction from the clause it introduces 

The girls almost always did the assignments, but [no comma] the boys 
usually tried to bluff 


4. Other internal marks 

The other marks used within sentences are much less frequent 
than the comma and raise fewer questions, partly because each has 
a fairly definite meaning or tone. 

4a. Colon and semicolon. The distinction between the semi- 
colon and colon is simple. The colon points to what follows, in- 
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troduces or anticipates something, as the text of a letter following 
the salutation Gentlemen , or a long or formal quotation (Mr. Bris- 
tow said in part ) 

Then come the fellows in charge of the various departments the soda 
fountain, ice cream, the grill, and the clams 

There is one thing that I am very sure of now at this stage of his experi- 
ence he should have followed my advice 

A semicolon, on the other hand, is a mark of separation, almost 
as full as a period It is not needed except in rather long and com- 
plicated sentences, or when one or more of the elements have com- 
mas within them, or when coordinate clauses are not closely con- 
nected, either with or without a connective or with a ^conjunctive 
adverb (however^ consequently ^ etc), or, occasionally, because the 
writer wants to make his clauses especially distinct and yet hold 
them in the same sentence 

Most words need modifiers to make their meaning more exact, they need 
connectives to tie them to other words 

For pumpkin^ two levels of pronunciation are recognized formal, 
pump' kin, informal, pung'kin 

In formal papers for college courses and in theses formal usage should be 
followed, in informal college papers, like many themes, either style may 
be used, as the instructor prefers 

In current direct style semicolons are much less used than for- 
merly Students tend to overuse them, in part because they have 
been encouraged to use the heavy connectives, which are ordinarily 
not appropriate to the other traits of their style 

Heavy Medical schools keep requesting the colleges not to teach “medical 
subjects”, however they still give the advantage m admissions to students 
with lots of chemistry and zoology 

More natural Medical schools keep requesting the colleges not to teach 
“medical subjects,” but they still give the advantage in admissions to stu- 
dents with lots of chemistry and zoology 

Semicolons should not be used to set off subordinate clauses or 
verbid phrases 

Because learning to live together is so much harder than learning to 
fight each other, [not ,] the nations of the world make little progress 
toward peace 

It takes quite a bit of courage to start War and Peace, [not ,] because 
It IS not only long but has a lot of characters with curious Russian names 

It is a wonder that these people got along as well' as they did, [not ,] 
coming from all corners of the United States and even from most of the 
countries of Europe 
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Remember a semicolon is not so much a large comma as it is 
a small period 

4b. Dash. A dash has the value of a vigorous comma and when 
sparingly used may contribute a tone of liveliness It is very easy 
to overuse dashes, especially in ordinary expository writing, they 
should be kept for special spots where they can add something 
rather than be indiscriminately used for other marks 

The more common uses of the dash are (1) to mark a sliarp 
turn in the thought or construction of a sentence; (2) to indicate that 
a word or phrase summarizes or repeats in other words what has )ust 
been said, (3) to make an abrupt separation between clauses, (4) 
to inclose a parenthetical expression, more sharply marked off than 
by commas and less iormally than by parentheses These uses are 
illustrated by number 

1 How many times she must have said this hetore — I shuddered at the 
simple thought 

2 3 he characters, plot, theme, the scent — all arc trite in this play 

3 It was the best one made — and it still is 

4 They think they are the last radicals — and the greatest — and that their 
ideas and their works will live forever 

Commas could be used in all of these sentences except the first 
one, but with a difference in emphasis and tone 

4c. Parentheses. Parentheses are used to inclose added details 
or illustrations not built into the construction of a sentence or for 
depressing an aside or an obvious fact They are more appropriate 
for businesslike or slightly formal exposition and should be used spar- 
ingly in more general sorts of writing 

The few verb endings that English' now retains (-s, -cd, 'tng) arc being 
still further reduced in ordinary speech 

The horse (sold and re-sold at auctions all over the county) had finally 
come to Its present owner as the result of a bet 

The largest additions to the territory of the United States (the Louisiana 
Pufehase and Alaska) were gained by purchase 

Other typical expository uses are illustrated in the text of this 
chapter. (See §1, p 136, for comparisons with the comma and dash ) 
Square brackets ( [ ] ) are used chiefly as parentheses within 
parentheses or for an interpolation in a quotation 

Each pronunciation of process (pros' es and [much less commonly] 
pro' ses) has a history 

“It [the institution of private property] is in our time under attack in 
most parts of the world ” 
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4d. Marks in combination. Occasionally questions arise over 
the order of two marks of punctuation that follow the same word. 

Most publishers put a comma or a period inside the closing quo- 
tation mark, regardless of whether it belongs to the quotation or 
to the sentence as a whole 

“in the beginning,” Jie s^nd — probably meaning “two yeais ago” 

Exclamation points and question marks stand inside the quota- 
tion marks if the quotation is an exclamation or a question, outside 
if the including sentence is the exclamation or question 

Ihen suddenly he shouted, ‘Get out of here, all of you*” 

You don’t mean that he actually said “You’re another”* 

She asked, “Won’t you please trv to do it for me^” 

Did she say, “Please try to do it”'^ 

A punctuation mark belonging to a part of a sentence that in- 
cludes a parentheses comes after the second curve 

I here are several wools of foreign origin that keep their original plural 
forms (like alumnae^ alunnit^ aihdyscs)^ and many that have two forms (like 
appendix^ cactus^ formula) 

It IS not usual now to use a comma and a dash together. 


5. Quotation marks 

Quotation marks are used to inclose speeches of real or imagined 
conversation and short excerpts fiom printed matter 

“ ” Double quotation marks ‘ ’ Single quotation marks 

Either may be used as the mark of quotation, though the double 
are still much more common If there is a quotation within a quo- 
tation, the marks are alternated 

“1 he first eight I called on answered, ‘Not prepared,’ ” Miss Stoddard 
complained 

Or ‘The first eight I called on inswered, “Not prepared,”’ Miss Stoddard 
complained 

In expository matter now, formally introduced quotations of more 
than one sentence are indented and printed in smaller type with- 
out quotation marks — as frequently in this book In longhand man- 
uscript simply indent such quotations about half an inch; in typed 
copy, indent and single space 
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6. Capitals 

The principal uses of capital letters in English are well standard- 
ized and give very little trouble. These are the first word of a sen- 
tence, names of people and places, proper adjectives derived from 
these names, days of the week, months, the important words in ^titles, 
ordinarily the first word of a line of verse, the pronoun */ and the 
exclamation 0, nouns and pronouns referring to Deity, names of 
companies and organizations 

Some Items formerly capitalized no longer are the seasons, 
points of the compass (but capitalized when they refer to a region, 
the Southwest)^ common nouns derived from proper names when 
they have lost the suggestion of the name (pans green, jersey, ma- 
cadam, volt, fedora, shrapnel) 

Many class nouns are capitalized when they refer to an individual 
thing or person- I dislike all professors — I dislike Professor Weems, 
He was taking geography — He was taking Geography 106 If a per- 
son wishes to capitalize names of members of his family (Fathe), 
Brother, and so on), he may do so as a sort of courtesy but it is not 
necessary A title standing for a particular person may be capitalized, 
especially if the position is eminent the Senator, the Principal 
The first and last words of the title of a book, article, play or 
movie and all words except articles and the short prepositions and 
conjunctions are capitalized The Brothers Karamazov , Yesterday, 
Today and Tomorrow, No Place to Hide, The Bible in Spain 
Magazines and books use capitals on words like street, river, chio ch, 
hotel, when they are parts of proper names, although newspapers do 
not. Most general writers follow book conventions {Bond Sti eet, Po- 
tomac River, First Methodist Church, DraJ^e Hotel) 

Capitals may be used for stylistic reasons, as for emphasis, espe- 
cially in formal writing Her precious Intuition, I suppose This 
practice is not recommended unless other traits of style make it 
appropriate. 


7. Underlining for italics 

Words or statements that would be printed in italics are under- 
lined once in manuscript Formal, especially academic, writing fol- 
lows the conventions of book publishing, which uses italics m a 
number of standardized places; informal and personal writing is 
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more likely to follow newspaper usage, which has largely given them 
up The principal uses are 

1) To indicate the titles of books, plays, motion pictures, and other 
complete works. (Article titles are usually quoted ) Newspapers and 
many magazines usually put such titles in quotation marks 

2) To indicate the titles of periodicals and newspapers Harper^ s 
Magazine^ New York Times 

3) To mark words and expressions considered as words rather 
than for their meaning There is a shade of difference between 
because and for used as conjunctions 

4) To mark words from foreign languages that are not regarded 
as English persona non grata^ mon vieuxy coup d'etat^ Gotterdam- 
maung, but not “chassis,” “coup,” “blitzkrieg ” (For a list see *For- 
eign words in English ) 

5) To emphasize words or statements, especially in expository 
matter Spoken emphasis may be represented, though this device is 
best used sparingly It was hts night, all right 

8. Indention and display 

The attractiveness and the ease of understanding of a good deal 
of print depends m part on the spacing of parts, on eye appeal. 
Manuscript does not need to ape the appearance of printed copy 
but some of its devices are useful Besides neatness and legibility, 
[)1 icing on the page is important — good margins, not crowding the 
light side, space between title and text, and easily noted indention of 
paiagraphs are a help to reading (See Chapter 1, “Preparing the 
Manuscript,” p 20 ) In long papers the use of subheads, centered 
in the line, may be a guide to readers. 

No punctuation marks (except question and exclamation marks 
required by the sense) are used at the end of titles or other display 
lines The white space remaining at the end of the line serves as 
punctuation, as it does in the address lines of ^letters or in formal 
^social correspondence such as wedding invitations or announcements, 
which use no marks at the end of lines 

Closely related to this display is the use of ’^tabulations for senes 
of short facts that are often concealed when run in consecutive sen- 
tences, as well as charts, graphs, ^diagrams, and » illustrations. 

These devices do not take the place of the written words but 
support them. Their usefulness, like the usefulness of punctuation, 
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is in making understanding more easy. It is the mark of a good 
writer to follow through with these devices and to make his copy in 
all possible ways clear, attractive, totally effective. 


Suggested study 

1 . Read the following passages from student themes and discuss 
the punctuation in each selection Is the punctuation appropriate to 
the level of usage and to the subject matter*^ Do you find any in- 
consistencies within the individual passages'^ What marks of punc- 
tuation would you omit or add? Give the reason for each change 
you make 

1 While working for a large national organization I found it necessary 
many times to write a business letter to one of the factories or to our cus 
tomers My first attempt, due to a lack of schooling for a good many years, 
I’m afraid was a tedious job for the secretary Thanks to her many years 
of experience however we managed somehow to get the letters written 
I supplied the necessary information m rough form and I use the woid 
rough loosely, and she transcribed it into a business letter. She enjoyed 
doing this for me I’m sure, as she was the sort of person that enjoyed doing 
things for other people, but how will my luck hold out in later years I 
won’t always run into a secretary with such knowledge and such a pleasing 
disposition as this one had The alternative then would be for me to Icai n 
the fundamentals of writing a good business letter I don’t believe there arc 
many people, even those with the proper education, who can write good 
business letters, until they have had some practical experience, especially 
if they hold positions in specialized fields 

2 My first job, as an eleyator operator, was the most thrilling job, as it 
IS with most people To me it was almost as il 1 was an actor, waiting my 
cue to speak and move* My audience responded* (How could they help 
it? They had to get off!*) But I thought myself a person of great authorit} 
and recognition — however false that feeling turned out to be* 

3 I think Life is the best magazine of its type for several reasons For 
one thing the subjects are dealt with almost entirely by means of pictuies 
with the minimum of printed material, whereas the magazine Look, has 
almost as much explanatory matter as pictures Naturally each picture in 
Life has a short explanation accompanying it, if the editors tried to describe 
each and every minute detail that the cameras eye records, they would need 
a page for each illustration or in some cases several pages The truth of the 
saying “One picture is worth 10,000 words’’ can readily be seen if one 
compares a written account of a disaster — or any otlier notable event, with 
a good picture of the same incident. And Lifes pictures are I think, much 
more vivid and hvely than those in Look. 

4 As I was reading this story I was impressed with the power of obscr> 
vation which the author seemed to have I felt that he surely must have 
experienced some of the incidents sometime, (perhaps during his youth,) 
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describing In order to give a vivid account one has to be accurate in his 
observations Isn’t it true I thought when I finished the story, that very 
few of us observe accurately 

2 . The punctuation marks have been removed from the following 
passages, and you are asked to put in marks that will make them 
meaningful First glance through a passage to get an idea of its con- 
tent and general movement. Decide whether formal or informal 
punctuation is appropriate to it, and what your own tendency is in 
punctuation. Then copy the passage, inserting punctuation marks, 
capital letters, and paragraph symbols but making no other changes. 
He prepared to tell why you used each mark. 

1. and for my part i will try to punctuate this book to make it easy for 
you to read and to break it up with spaces for a pause as the publisher has 
asked me to do but this i find very extremely difficult for this book is the 
talking voice that runs on and the thoughts come the way i said and the 
people come too and come and go to illustrate the thoughts to point the 
moral to adorn the tale oh talking voice that is so sweet how hold you 
dive in captivity how point you with commas semi colons dashes pauses 
and paragraphs — Stevie Smith, Novel on Yellow Papet, pp 37-38 

2 thus then on the night of the tenth of may at the outset of this mighty 
battle 1 acquired the chief power in the state which henceforth i wielded in 
ever growing measure foi five years and three months of world war at the 
end of which time all our enemies having surrendered unconditionally oi 
being about to do so i was immediately dismissed by the british electorate 
from all further conduct of their affairs during these last crowded days 
of the political crisis my pulse had not quickened at any moment i took 
jt all as It came but i cannot conceal fiom the reader of this truthful account 
that as 1 went to bed at about 3 a m i was conscious of a profound sense 
ol relief at last i had the autlioiity to give directions ovei the whole scene i 
felt as if 1 were walking with destiny and that all my past life had been 
but a preparation for this hour and for this trial eleven years in the political 
wilderness had freed me fiom ordinary party antagonisms my warnings 
over the last six years had been so numerous so detailed and were now so 
terribly vindicated that no one could gainsay me i could not be reproached 
cither for making the wai oi with want of preparation for it i thought i 
knew a good deal about it all and i was sure i should not fail therefore 
although impatient for the morning i slept soundly and had no need for 
cheering dreams facts are better than dreams — Winston S Churchili, 
The Gathenng Storm, pp 666-67 

3 accuracy is the first requirement in galley reading the next is to 
carry out faithfully the copyreaders intention in typography if the copv has 
not been edited the proofreaders task is much more difficult it then requires 
thinking quickly exercising careful judgment and weighing the cost of 
change against the values of appeal ance and correctness contradictions dup- 
lications errors of fact anachronisms imperfect sentences solecisms barbarisms 
and so on are to be detected by the reader and pointed out such corrections 
aie very costly if made in the type therefore most printing houses whose 
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work must be of very good quality employ editors and copyreaders to 
prepare their copy before passing it to the compositor when this is not done 
the proofreader must assume responsibility if the copy has been edited the 
galley reader has but to prove that the printer has interpreted the copy- 
readers marks correctly this task is not an easy one under the best condi- 
tions the best galley reading consists of two operations a preparatory silent 
reading for purely typographical errors and a reading with the copyholder 
for accuracy sense and all possible errors of consistency in preparatory read- 
ing the proofreader should note the condition of the copy so that he can 
time the first reading to a speed that will insure perfect accuracy — A Manttal 
of Style, Tenth Edition, The University of Chicago Press, pp. 183-84 

4 It was the phthisic killed your pap ma said she overflowed the chair 
she sat on being big hipped like an old squaw but wizened from the waist 
up and not strong and quick in her movements as a squaw would be you 
told me that it was his smnm killed him cora put in while she wiped a pan 
it was the lord in his wrath it amt becomin to talk that way not about your 
mans pa all the same it was boone sat in the doorway only half hearing 
what the two women said it struck him again though that dans wife was a 
fool laying everything to god or the devil if it was the lord he said while 
he watched dans two boys climbing a black oak tree he was late gettin 
around to it he shouldve kilt him sooner your paps dead boone ma said 
thats what i heerd it was the phthisic done for him boone didnt say 
anything to that ma was getting old and mixed in her mind so that she 
didnt remember from one word to the next what it was she had said it 
amt for us to pass judgment on the dead she went on pap had good m 
him — A B Guthrie, The Btg S^, p 409 

3 . Copy and bring to class for discussion two or three examples 
each of conspicuously formal and informal punctuation Look for 
these examples in textbooks as well as in magazines and newspapers 
and notice particularly passages you find difficult to grasp at first 
reading either because of too many or too few marks. Comment on 
the effectiveness of the punctuation, and its appropriateness to the 
subject matter and the general tone of the writing. 

4 . Characterize your punctuation after you have examined several 
of your recent papeis Is it consistently formal or informal, or a mix- 
ture of both^ Is it appropriate to other qualities of your style of 
wnting ^ 

5 . What comments have been made about the punctuation in 
your written work^ Study the corrections you have been asked to 
make on your papers to see if you have any recurring problems in 
punctuation Before revising your next paper refer to appropriate 
articles in the Index of this book to see how far you can go toward 
settling these problems. 
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CHAPTER 


Spelling 


TOPICS OF THE CHAPTER 

1. The difficulty o£ English spelling 
la The demand for uniformity 
lb Choice in spelling 

2 Suggestions for improving spelling 

3 Groups of words 

3a Doubling final consonants 
3b Et and le 
3c Ce^ ge 
3d Final e 

4 Learning new words 

5 Proofreading 


I came beneath a pine tiee bough 
When I was semching for my cough 
I could not reach the pine cones, though, 

The branch was high and / was lough 
'"Ah, me,*' I cried, with rueful laugh, 
"Would that I were a tall gtraugh " 
fu^t then a wind came hurtling through. 
The branches cracked, so fierce it blough, 
Thib blast, so shiill it made me cough, 
Dislodged the cones, which tumbled ough. 
And on it went with angry sough, 

I put my treasure in my mough 
And started home across the slough 
Forgetting what Td come to dough 
Bossy was standing by her trough. 

Did I mtstal^e, or did shd scough? 

— By Katherine Buxbaum, from Woid Study, 
copyright, 1945, by G & C Merriam Co. 




SUGGESTIONS FOR USING THE CHAPTER Since Spelling IS pit-emi 
nently an individual matter, not very much can be done in class insU ac- 
tion. This chaptei could be used to call attention to the problems, to 
encourage a leali^tic and reasonable attitude towaid them, and to ma\e 
^ome conciete suggestions for ina easing accwacy and confidence It 
might be tal^en up with pool spelleis in confeience 

The ** spelling list,” given in the Index aitide ^Spelling, contain^ a con- 
siderable number of words lather frequently misspelled in college It can’t 
tahe the place of a dicttonaiy, but it may seive foi a quic\ chec\ of indi- 
vidual words 


G etting a language down on paper is not easy A language 
exists first and fundamentally as speech, and for the most 
part, writing is a representation of what we say. In English 
we try to represent our speech with an alphabet of twenty six letters, 
three of which — c (or ^), q, and x — merely duplicate the work of 
other letters The twenty three active letters singly and in combina- 
tions like thy ea, sh have to record words employing some forty 
sounds The difficulty is greatest m the vowels for instance, spells 
the vowel sounds of lay^ lap, far, fare, was, not to mention untypical 
words like many and neutral sounds like the second a in compaia- 
tive This means that one may with very good reason be uncertain 
of the conventional spelling of a word that is familiar in his speech 

1. The difficulty of English spelling 

Besides the limitation of the alphabet there is also difficulty because 
spelling fails to keep pace with gradually but steadily changing pro- 
nunciation. English spelling was stabilized chiefly by the printers of 
the fifteen and sixteen hundreds, and though it has changed con- 
siderably since then, it has not kept abreast with the spoken forms 
This fact accounts for many of the strange English spellings meat and 
meet once represented different sounds; colonel was a word of three 
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RELATED ARTICLES In addition to the general ai tides listed below, the 
Index gives a number of biief lomments on particulai woids, such as *all 
light, * fiance, ^ specie s 


ibbieviations 

* iccents 
^-at, -oe- 

ly 

* inuiuan and British 

u ^age 

^ ipostrophe 
*-caf -ctal 
^Capital letters 


* Conti actions 
^Di ere Sis 
*-ed 
*'cr, -le 

*Foietgn words in 
Fngli:>h (Itu) 
^Hyphen 
^-ize, -ise 
*4e words 


*-or ( -out ) 

^-oiigh ( -augh ) 

* PI Utah 

*Pfincipal pans of 
veibs (list) 

*Pi onunciation (list) 
*ie- 

* Silent letters 
^Slurred vowels 


syllables, col-o-nel, the gh in nighty thoughy and othei words was 
sounded, as it still is in Scotland The curious group including boughy 
c oil g fly thoughy and though is largely explained by different pro- 
nunciations in different English dialects — the pronunciation ot one 
word comes from one dialect, of another from a different dialect, but 
the original spelling is kept 

The English habit of borrowing words generously from other 
languages is responsible for such groups as citCy sights site, and for hun- 
dreds of words that do not follow conventions of English spelling — 
hiiteaiiy aoquety hors iP oeuvre, \ha\iy onomatopoeia We have even 
borrowed foreign tricks of spelling some sounds, as in g//ard and 
c///een 

These facts suggest that though English spelling cannot be de- 
le nded, both Its general confusion and the form of a particular word 
can be explained by reference to the history of the language^ This 
does not help us spell a given word, but it does help us understand 
why the difficulties exist, why our spelling can be made the butt of so 
many jokes and furnish curiously spelled rhymes for limericks, 

’Htnry Bndley, Spo\en and Wutten Language (Oxford, 1919), W A Craigie, 
Fn^liih Spelling (New York, 1927), Kennedy, Chapter 7 and section 128, Thomas R 
Lounsbury, English Spelling and Spelling Reform (New York, 1909), Robertson, Chap- 
ter 8 The section “Oithography” at the front of the Webster diction iries, especially the 
Intern itional size, contains a grcit deal ol information about English spelling 
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la. The demand for uniformity. The present emphasis upon 
uniformity and correctness in spelling is due partly to historical and 
partly to social causes In the eighteenth century there was a special 
drive for uniformity in various matters of language After the ap- 
pearance of Samuel Johnson’s dictionary and later of Noah Webster’s, 
spelling received special emphasis In the United States Webster’s 
blue-back speller — over 60,000,000 copies of which were sold in the 
nineteenth century — helped make spelling one of the mam jobs in 
school The spelling lesson was something definite; the goal was 
well defined in the dictionary and spelling book; progress toward 
It could be marked. There is now over a century of this school 
pressure behind the desire for uniformity in spelling ^ 

Another enforcement of uniformity has come from printers and 
publishers, who naturally wish for consistency in what they print 
and so usually revise manuscripts according to the dictionaries or 
according to their own stylebooks based on the spellings of the dic- 
tionaries Dickens and others of our celebrated writers were “poor 
spellers” whose copy was corrected by editors Recently book pub- 
Ushers have come to allow a writer a little freedom in his choice of 
spellings, but periodicals normalize the spelling in the manuscripts 
they print. Our spelling is the most conspicuous example of the in- 
fluence of editorial standards. 

Back of the schools and the editors there is a more general social 
demand for uniformity Mistakes in spelling are easily noticed, even 
by people who would have difficulty with some of the more complex 
matters of language. Consequently spelling is a convenient test of 
literacy and even of respectability. “English orthography [spelling],” 
says Thorstein Veblen, . . is archaic, cumbrous, and ineffective, its 
acquisition consumes much time and effort, failure to acquire it is 
easy of detection. Therefore it is the first and easiest test of reputability 
in learning, and conformity to its ritual is indispensable to a blame- 
less scholastic life ” 

The real reason for “learning to spell” is that educated readers 
expect to see words in the standard forms and are likely to under- 
value a person who does not use them Employers of college gradu- 
ates frequently complain that “they can’t spell,” implying that they 
do not meet a minimum requirement of education. Good spelling is 
an important — if the most superficial — trait of Good English 

' Allen Walker Read, “The Spelling Bee A Linguisnc Institution o£ the American 
Folk.” PMLA, 1941, 56 495-512 
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lb. Choice in spelling. Students of the language are united in 
their belief that spelling should represent our spoken words more 
accurately. Forty years ago Professor Lounsbury wrote his English 
Spelling and Spelling Reform m the belief “that the English race 
will not be content to sit down forever with a system of spelling 
which has nothing to recommend it but custom and pre}udice, noth- 
ing to defend it but ignorance, nothing but superstition to make it 
an object of veneration A completely phonetic spelling is unlikely, 
and even if one was set up, it would soon become antiquated, because 
pronunciations (the real forms of words) would continue to change. 
But many of the inconsistencies would be removed and many silent 
letters dropped Laymen who have mastered the present spelling ob- 
ject to change. They feel that it would be tampering with our literary 
heritage — not realizing, for example, that the spelling of the current 
Shakespeare texts has been modermzed by editors. The sweeping 
changes suggested by devotees of “spelling reform” have naturally 
made a good many people afraid of even moderate change 

But in spite of opposition many changes in spelling have taken 
place and are taking place The u has been dropped from words 
ending in -our {colour — color) in the United States, and it is being 
dropped in England Economic^ public y poetic once ended in words 
with ae are being spelled with e {anaesthetic — anesthetic) y and so on. 
These gradual and almost imperceptible changes are more m keeping 
with the spirit of the English speaking people than a wholesale “re- 
form” would be 

A writer now has a choice of simpler spellings in some hundreds 
of words The choice he makes between forms will depend upon his 
feeling of appropriateness Formal writers are consistently conserva- 
tive in spelling Informal writers make use of the shorter forms more 
readily At present scientific and business English are most open to 
changes in spelling In familiar writing many people are more ad- 
venturous than in writing intended for strangers Most professional 
writers will be conservative, as most readers will expect them to be. 
But anyone seriously interested m furthering the gradual simphfying 
of English spelling will find many occasions on which he may ap- 
propriately exercise his mite of influence by using simpler spellings 
and familiarizing readers with such forms. These will be more 
widely accepted, as readers become accustomed to seeing them. 

The essential point is for a person to realize how generally the 
shorter form is used and then to decide whether he wants to use it 
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or not. Althoy tho^ and thru are in general use in advertising and in 
familiar correspondence and have been adopted by enough periodicals 
so that they are included in recent dictionaries as alternate forms 
Nite and naborhood^ on the other hand, are not found outside ad- 
vertising and familiar writing, and brot or that have hardly reached 
the advertising columns In many words {catalog — catalogue^ pjo- 
gram — programme^ esthetic — aesthetic) usage is divided, and the 
shorter forms are becoming the more usual 

When usage is divided in spelling a given word, ordinarily choose 
the simpler or more natural form. For a surprising number of words, 
two spellings are current and are recorded in dictionaries Most peo- 
ple writing today, and certainly anyone who has difficulty with spell- 
ing, will ordinarily prefer 

1) The more modern of two equally reputable spellings of com- 
mon words* catchup, mold, sirup, rather than catsup (or hjstchitp), 
mould, syrup 

2) The simpler form of a specialized woid if it has attained cur- 
rency among the people who use it most anesthetic, catalog, me diet id, 
program, sulfur rather than anaesthetic, catalogue, mediaeval, pro- 
gramme, sulphur 

3) American rather than British spellings (though both spellings 
are usually current to some extent on both sides of the Atlantic) 
center, color, labor, pa]ama, story (of a building), traveler, r«ithtr 
than centre, colour, labour, pyjama, itorey, traveller. Of course in 
spelling British proper names or in direct quotation, British spelling 
should be kept, as in “the Labour party ’’ 

2. Suggestions for improving spelling 

It IS social insistence, then, rather than any fundamental linguistic 
requirement that makes accurate spelling a rec^uirement of Good 
English. And in spite of its admitted difficulty, fairly correct spelling 
IS possible for anyone, though if he has reached college age without 
having acquired the knack, it will mean work The goal for a “poor 
speller” is not to spell perfectly but to spell well enough so that his 
copy will not attract unfavorable attention — and to know how to 
check possible errors The fatal mistake is to give up, to enjoy p(H)r 
spelling as a hypochondriac enjoys poor health 

If you have really serious difficulty with spelling, it will pay to do 
some general reading, focusing on the individual words. Keeping 
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lists of your own spelling problems and working on them is more 
important than using lists made up by others Copying short pas- 
sages that contain words you need to use helps fix them in mind, and 
wilting down from dictation is even better This lets you write the 
word in its context and so helps accustom you to putting it in a 
natural setting 

There are rather obvious reasons for many of the commoner mis- 
s()cllings — overlooking for the moment the commonest one, careless- 
ness — that can suggest some ways of improvement These general 
suggestions are followed in § 3 by more specific ones on particular 
gioLips of words 

1) Confusion between similar forms Two closely related words 
sometimes show differences in spelling that are hard to keep sepa- 
rate tour — forty, compar^/tive — compar/son, curio//s — curiosity A 
\()wtl may be dropped or changed when an ending is added to 

i word enter — ent[ Jrance, disaster — disastf ]rous, mainti7/n — mainte- 

ii mec Or the vowel may be retained temper — temperament, moun- 
tt//n — mounta/nous As a rule such words do not show any differ- 
ence in sound and so have to be remembered 

One of the greatest nuisances in our language is a group of pre- 
tiXLs and suffixes with two different forms *e/ 2 - /«-, *in- tin-^ ^-able 
-tbit, *-ance -ence^ *-er -or The meaning of each pair is the same, 
the differences in spelling have histones, most ot them going back 
U) distinctions in Latin Preserving them today is a waste of mental 
effort but still constitutes one of the chief spelling huidles, one that 
(jnly [iraetice in actual use ot the words can surmount The following 
sam[)les show how common and necessary these groups of words are 
(more examples aie in the Index articles on each) 

cn-(()r em-) embark, enable, encourage, enforce 

in- inclose (or enclose), infuse, inquiie insure (or ensuie), instinct (During 
the war, the Navy used nnlo^c, the Army inclose ) 

in-(not) inactive, incompatible, infieciucnt impractical 

un- unacceptable, uncontrollable, unrecognizable 

-ible advisable, changeable, desirable laughable, usable 

-ibk audible, credible, eligible, flexible, irresistible, legible, visible 

-ance (noun) -ant (adi ) attendance — attendant, intolerance — intolerant, 
resistance — resistant 

-ence (noun) -ent (ad] ) confidence — confident, independence — independ- 
ent, persistence — persistent 

-er advertiser, consumer, manufacturer, subscriber 

-or administrator, conqueror, editor, proprietor, ventilator 
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Similar as a spelling problem is the group, precede y proceed (but 
procedure) y recedcy supersede, 

English IS rich in ^homonyms, pairs of words pronounced alike 
but often spelled differently pair — parcy piece — peace, plain — planCy 
stationary — stationery The context keeps their meaning clear Most 
of them are in common use, so their confusion is usually because of 
carelessness. If you have trouble with any of them, try writing them 
in phrases or sentences that will show their meaning 

The capital of California is Sacramento 
The capital has a gilded dome 

the city council — counsel for the defense — good i oimsel 

the principal of the school — 4% on the pnnctpal — a man of pnnaple 

Affect — effect, weather — whether are homonyms m most people’s 
speech and so belong in this group 

2) Misspellings due to pronunciation Curiously enough the dis- 
crepancy between pronunciation and spelling is not such a com- 
mon cause of misspelling as might be expected We usually remem- 
ber the words that seem furthest from the sound, like the -oi4gh 
words and those with silent letters (de/>tor, /psychology, sa/mon) 
The trouble comes in words like arctic (or Arctic), since few people 
pronounce a ^ sound in it, and used to, since we make only one sound 
for the d and t (and so are tempted to write use to), and in words 
like accidentally and occasionally, where we may fail to remembci 
the -a/. 

Frequently a common but not “accepted” pronunciation is repre- 
sented. An extra e or a gets in athlete because of the tendency to 
say It in three syllables; the second e in eveiy and the second o in 
sophomore are dropped because they are almost never spoken, dis- 
gust appears with a c for the g and significance with a g for the 
first c\ quantity without its first t and undoubtably for undoubtedly 
Perhaps more attention to pronunciation would help in such words, 
though more important would be a clear picture of their written 
form 

3) Failure to visualize the letters of a word In reading we do not 
see all the letters of a word, only enough to identify it, and then 
usually as part of a phrase In recent years the speed of reading m 
schools has been greatly increased, with very real gam but with even 
less clear images of individual words The vowels especially are not 
seen — and almost all spelling mistakes are in vowels. Failure to have 
a clear visual image is probably back of most commonly misspelled 
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words, such as physicist^ qtaet^ quite ^ separate^ similar. Some words 
spelled with vowels for which the word’s sound is no clue (^Slurred 
vowels) can be remembered by associating them with derivatives in 
which the vowel is clearly sounded 

comp^zrable — com p^re' competition — com pete^ 

hypocnsy — hyp o crzt' i cal private — ^pn va' non 

stab/lize — sta b/1' i ty 

Dormitory can be associated with the French dormir Any device that 
can help fix a vowel in mind will help 

3. Groups of words 

Much sheer memory is necessary to attain accepted spelling, but 
there are a few rules that apply to several hundred fairly common 
words You’ve heard them since the fourth grade but for the record, 
and your convenience, here are four with the widest application 

3a. Doubling final consonants. (See ^Doubling final com 
sonants ) Words of one syllable ending in a single vowel followed by 
a single consonant {hit^ log, sit) double the consonant before an end- 
ing beginning with a vowel {-able, -er, -tng, -y) 

hittable, hitting sittablc, sitter, sitting 

logged, logger, logging 

The consonant is not doubled if the word has two vowels {float, float- 
ing, shout, shouting) ; or if it ends in two different consonants {as\, 
a^\ing, duch^, ducked) 

This convention keeps apart a number of pairs of somewhat 
similar verbs, those with short vowels and those with long, the latter 
usually spelled with a final -e 

bat (bat) batting, batted, batter 

bate (bat) bating, bated, bater 

din (dm) dinned, dinning 

dine (din) dined, dining (But dinner) 

Words of more than one syllable ending in a single vowel fol- 
lowed by a single consonant and stressed on the last syllable double 
the consonant before an ending when the stress remains on the 
same syllable 

equip' equipped' equip' ping (But eq' ui page) 
pa trol' pa trolled' pa trol' ling 
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refer' referred' re fer' ring (But ref'eree ref'erence) 
ben' e fit ben' e fit ed ben ' t fit ing 

There are some variations in these words (see ^Doubling final con- 
sonants), but the rule generally holds 

3b. Ei and ie. The i comes before the e to represent the sound e 
except after c (see *-ei-, -le-.) • 

belief believe duet companies fiend 

hygiene niece piece priest siege 

After c and to spell the sound a, the e comes before the / 

After c ceiling conceive receive 

Long a eight freight heinous neighboi sleigh weight 

The few exceptions are rather common 

Long e either neither seize weird 

Other sounds counterfeit heir height 

3c. Ce, ge. A word ending in (pronounced s) oi -ge (pro- 
nounced )) keeps the e before endings beginning with o, or to 
represent the pronunciation 

courageous noticeable peaceable 

Jkfore an ending beginning with e or / the e is dropped 
encouraging noticing spliced 

3d. Final e. Most wolds spelled with a final unpronouneed e 
drop the e before additions beginning with a vowel and keep it be- 
fore additions beginning with a' consonant (sec *E <^5) 

change changed, changing, changeless (But changeable [see ^ kj) 

like likable, liking, likely, likeness 

love lovable, loving, lovely 

please pleasant, pleasing, pleasure 

use usable, used, using, useful, useless 

Some other groups of words having some spelling trait in com- 
mon are listed on page 157 at the beginning of this chapter 


4. Learning new words 

In learning new words, get both the spoken and the written forms 
at the same time Making a word your own is chiefly a matter of 
attention to its sound and its looks Pronounce a new word distinctly, 
visualizing it in syllables- Han-se-at-tc^ he-mo-glo-biTiy U'tiKel-lti'lar 
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It you have any doubts about its meaning or pronunciation, consult 
a dictionary. If the word is at all difficult, study it carefully and then 
say It without looking at it, then write it down, and compare with its 
printed form Then continue saying and writing it a few times until 
vou are sure of it Focus on the word’s appearance by holding a 
pencil point under it Underline new words, if they are going to be 
important to you, so that they will stand out on the page and thus 
help you remember their exact form At times it is necessarv to 
counteract the habit of rapid reading so as to really see the individual 
words and even the letters of the words, to fix them in mind 

This method of learning the spelling ot a new word holds also for 
correcting errors you may have fallen into But it is important not to 
add to that collection of errors Paying careful attention to the sound 
and the sight of a word will in time fix it in your memory so that 
It will always come right 

5, Proofreading 

Students really know how to spell a good proportion of the words 
they miss on papers In conference thes will frequently spell light a 
word that had to be marked on a theme To close the gap between 
knowledge and performance, cartful proofreading of the final copy 
IS necessary 

Spelling is to be attended to in resision Ihis is the most impor- 
lant general advice to remember Don’t stop when you are writing 
to look up a woid or even to worry about it You will almost cer- 
tainly lose something more impoitant it you do — the trend ot vour 
thought, the movement of your sentence at least Mark it in some 
way (with a ^ or V) suspicious of the way it looks, and 

then check up on all spellings together while working over whai 
you have written Scrutinize the final copy for careless spellings 
A teacher can sympathize with misspelling difficult words or new 
words, but hardly with quiet for quite or their for there Careful 
reading ot a paper just for the spelling is the best advice for anyone 
who is likely to make mistakes To make your eye slow down, if 
you need to, read with a pencil point just below the line so that you 
will see every syllable 

Make it easy for yourself to look up the spelling of words vou 
are not sure of A moderate sized dictionary, the “college” size in 
most makes, will have all the words you will need, and it is not so 
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full as to make searching hard. Some word lists, if large enough, 
may help with common words One of the most compact is the 
index to Roget’s Thesaurus of English Words and Phrases, which 
IS especially easy to use because it has several hundred words on a 
page and no extraneous material to get in the way 

Above all, don’t rely on roommates or other persons who may hap- 
pen to be around Their guesses are often no better than yours. 


Suggested study and writing 

1 . The following theme was written by a student who had more 
difficulty with spelling than most college freshmen Is his spelling 
consistent with the simplified usage which he defends*^ Point out 
every misspelled word you can find and then write each word cor- 
rectly Which misspellings would you attribute to faulty pronuncia- 
tion'^ To confusion with similar word forms, or inability to visualize 
the word correctly To carelessness^ 

Why Spelling Reform Has Failed 

Before I began reading about the spelling reform movement in America, 
I had often wondered why nothing definate had been perscribed to alleviate 
the serious problem which nearly every one acknowlcges This problem of 
twenty-six letters trying to do the work of fourty-two has been branded as 
ridiculous by editors of the leading dictioneries and encyclopaedias, and by 
other emenent men fiom Theodore Roosvelt up to the present time 

Why, then, does this pioblem remain with us^ All the sources I have 
read have emphasized the seriousness of the problem in differnt ways, but 
nevcr-thc-less not one has given it the through attention which it undoubtedly 
deserves 

Learned people say that the most practical way of writing “through” is 
“thru” Then why not write “lamb” as it actually sounds, “lam”? ()i 
“ghost” as “gost”? Some opponents of simplified spelling say that “gost” 
IS not as ghostly as “ghost,” and that “lam” doesn't communicate the same 
association as “lamb ” They state that the word originated as “Iamb” and 
that is the way it should remain 

It has been said that the English language offers an almost unparalelled 
freedom of expression because so many of it's words have been derived from 
other languages, and that the aesthetic value of the language would therefor 
be lost if a new system of spelling were adapted This arguement doesn’t 
take into consideration the fact that such beauty in a language is only skin- 
deep, and that efficiency counts for more Many advantages of a new system 
of spelling have been pointed out, but dispite the optomistic pictures, I don’t 
beleive a complete and thorough reform will ever come about 

If a person indicates a preference for simplified spelling, he is considered 
by many as ignorant or even illiterate Consider for instance those who have 
the greatest influence on education — the teachers Would any teacher or 
processor jeopardize his position or risk being called illitrate by advocating 
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a sensible system of spelling? Would any editor of a newspaper or a 
magazine risk irritating his readers by using reformed spelling^ 

The faults of our present system of spelling are due mainly to illogical 
public opinion Each generation has willed to the suceeding generation the 
ineffective, irratating, and wastcfull system with which we still have to 
struggle, and always with the sympathetic words, “Well, we learned it, 
why shouldn’t you?’* 

2. Here is a short list of common words that are frequently mis- 
spelled Each word is divided into syllables so that you may visualize 
more clearly how it is put together Go through the list carefully, 
checking those words which you are not absolutely certain you can 
spell correctly Then write out each doubtful word four or five times, 
pronouncing each syllable as you do so 


ac-com-mo-date 

ex-is-tence 

prepu-dicc 

ac-cus-tom 

ex-pe-ri-ence 

pnv-i-lege 

ac-quamt-ed 

fa-mil-iar 

pro-ce-dure 

a-cross 

fas-ci-nate 

pro-fes-sor 

ad-o-les-cence 

for-ty 

pro-nun-ci-a-tion 

a-nal-y-sis 

gen-cr-al-ly 

pro-por-tion 

a-poUo-gize 

gov-ern-ment 

psy-chol-o-gy 

ap-pear-ance 

gram-mar 

re-ceive 

ar-ti'cle 

hav-ing 

rec-om-mend 

as-so-ci-a-tion 

hin-drance 

re-fcr-ring 

ath-lete 

hun-dred 

re-pe-ti-tion 

at'tend-ance 

in-ci-den-tal-ly 

re-sem-blance 

be-lieve 

in-de-pend-cnt 

sac-ri-fice 

ben-e-fit-ed 

in-struc-tor 

sen-si-ble 

Bru-ain 

in-ter-pre-ta-uon 

sen-ti-men-tal 

bus-i-ncss 

ir-rel-e-vant 

sep-a-rate 

can-di-datc 

lab-o-ra-to-i y 

sim-i-lar 

change-a-ble 

lei-sure 

suc-ceed 

com-par-a-tive 

h-brar-y 

suc-cess 

con-tin-U'Ous 

hk-a-ble 

sur-pnse 

cu-ri-os-i-iy 

main-te-nancc 

sym-pa-thize 

cur-ric-u-lum 

med-i-cine 

tem-per-a-ment 

def-i-nite 

mis-spell 

tend-en-cy 

cie-scrip-tion 

mo-not-o-nous 

trans-fer-nng 

de-vel-op 

nine-ty 

tru-ly 

dif-fer-ence 

no-tice-a-ble 

un-doubt-ed-ly 

dis-ap-pear-ance 

nui-sance 

un-nec-es-sar-y 

dis-ap-point 

oc-ca-sion-al-ly 

un-til 

e-hm-i-nate 

oc-cur-rence 

val-u-a-ble 

em-bar-rassed 

o-mit-ted 

vis-i-ble 

en-coun-tcr 

op-ti-mis-tic 

whol-ly 

ex-ag-ger-ate 

par-tic-u-lar-ly 

writ-ing 

ex-er-cise 

plan-ning 

writ- ten 

For further practice, 

see the longer 

list of words m the Index 


under ^Spelling Either list may be used for class dictation 
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3 . The following pairs of words arc frequently confused in writ- 
ing. Distinguish between th^ by using each correctly in a sentence 


advice — advise 
affect — effect 
already — all ready 
beside — besides 
capital — capitol 
choose — chose 
complement — compliment 
conscience — conscious 
emphasis — emphasize 
formerly — formally 
its — It’s 


loose — lose 
moral — morale 
principal — pi inciple 
quiet — quite 
site — cite 

stationery — stationary 
than — then 
there — their 
waist — waste 
whether — weather 
whose — who’s 


4 . Plural and possessive forms constitute anothei common source 
of spelling errors Write out for each of the following woids the 
singular possessive, the plural, and the plural possessive forms 


attorney 

city 

lady 

Negro 

baby 

class 

library 

puppy 

boy scout 

country 

man 

state 

bridesmaid 

hero 

mother-in-law 

wife 

child 

hour 

mouse 

woman 


5 . In your spelling notebook keep a list of words cnconniered in 
your reading that you will have to use when wilting for different 
courses. To fix the spelling more definitely in your mind, divide the 
words into syllables as you enter them, consult your dictionary for 
this purpose Use the names of your subjects for headings and what- 
ever other classifications you may need, in this manner 

Economics guar-an-tee, de-bcn-iure, per-son-nel 

History me-di-e-val, Med-i-ter-ra-ne-an, ren-ais-sance . 

Psychology ap-per-cep-tion , cor-re-la-tion, he-red-i-tar-y . . 

“General” dor-mi-to-ry, soph-o-mote, sched-ule 
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CHAPTER 


Writing paragraphs 


TOPICS OF THE CHAPTER 

1. Materials of paragraphs 


2b Focusing 

la Details 


statements 

lb Opinions and 


2c Actual writing 

generalizations 


2d Revising 

Ic Comparisons and 


2e Manuscript form 

contrasts 

3 

Connections within 

Id Qualifying 


paragraphs 

statements 

4 

Transitions between 

le Relationships 


paragraphs 

between facts 

5 

Beginning paragraphs 

If Development of 

6 

Concluding paragraphs 

paragraphs 


6a Unemphatic 

2 Paragraphs in the making 


conclusions 

2a Visualizing 


6b Typical endings 

paragraphs 


6c Style 


No, patagfaphs a}e not made by spacing ot paus- 
ing The spacing or pausing merely indicates 
while they aie ajtci they aie made A para- 
graph IS planned, theiefoie, before it is wiitten 
It IS not yet a giotip of sentences, it ib a gioup of 
ideas oi facts in the wiitei's mind It is going to 
be one of the little compositions which he tvill 
build up into his single whole composition He 
doe^ not yet kjiow in what words he will expie^s 
It, but he kjnows exactly what gtound it will 
cover — Charles Scars Baldwin 





SUGOESTIONS FOR USING THE CHAPTER ^tnce this chapter ts cen- 
tered on actual writing, it should probably come early in a composition 
course, perhaps directly after Chapter 1, The Activity of Writing, or even 
before it It can be used as background for short early piactice papers 
In order that students clearly understand the doctrine, it is important for 
them to read the illustrative paragraphs, in spite of the natural tendency to 
skip ^tghtly over reduced type. 


A PARAGRAPH IS R group of related statements that a writer re- 
gards as a unit in the development of his subject ^ To the 
eye it appears as a unit because of the indention of its first 
word, sometimes because of its incomplete last line, and perhaps 
because of spacing More essentially a paragraph appears to the mind 
as a unit because of the relation that exists between the statements 
it contains These related statements represent a stage in the flow 
of the writer^s thought, for his thought is continuous, even though 
it may not be consecutive in a logical sense By the mechanical de- 
vice of indention and by the inner connection between his state- 
ments, he indicates small stages in his material to help his reader see 
the movement of his thought as nearly as possible as he sees it A 
paragraph is consequently a punctuation mark indicating a unit of 
thought larger than a sentence and smaller than a whole article or 
chapter. It is an indication that the writer’s natural, rapid, more or 
less helter-skelter thought has beeh prepared, arranged, organized, 
edited for a reader 

Looking at a single paragraph, the continuity of material is its 
most important feature; it is a handful of related statements Con- 
sidering a series of paragraphs, the obvious fact is that though each 
one relates to the subject of the paper, each develops a little different 
phase of it. That is, paragraphs separate as well as join The inden- 
tion is a sign to a reader that the thought is going to shift slightly, 
and he adjusts his attention automatically (Can you imagine trying 
to read this chapter not divided into paragraphs?^) Paragraphing also 

H Lewis, The History of the English Paragraph (Chicago, 1894), Herbert Read, 
English Prose Style (New York, 1928), Chapter 5 All rhetorics and handbooks have 
discussions o£ paragraphs 
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RELATED CHAPTERS AND ARTICLES 


Chapter 1, The Activity of Writing 
Chapter 8, Kinds and Qualities of Paragraphs 
^Connectives 
^Fundamentals 
*Style 


helps the writer separate his material into units that can be grasped 
easily by the reader and that will let the writer place emphasis where 
he wants it. 


1. Materials of paragraphs 

When we look into what we call our “minds,” we find a continuous 
succession of images — the remains of sights, sounds, even smells that 
we have experienced — and of words, some of them names for images 
and experiences, some less specific We can speak or write the words 
that come to mind, but even our most rapid speech does not repre- 
sent the full stream of what passes in our minds, and writing, slower, 
more “conscious,” is a still smaller selection from what we are think- 
ing Since each person’s thought depends on his own make-up and 
experience and attitudes, we do not think entirely alike, but since our 
make-ups and our experiences and our culture (as represented by what 
we see and hear and read) have a great deal in common, we can com- 
municate pretty well with each other if we really want to 

The immediate material for our writing is this continuous flow 
in our minds, but its natural course is so irregular, even in the most 
systematic thinkers, that it needs to be sorted and shaped, put in an 
order that can be followed by others who will read it No one is able 
to tell just how this is done, but by practice in thinking about a 
subject and in shifting and revising what we first put down on paper 
we become more and more skilled in conveying our notions to others. 
The job of writing is representing on paper the natural flow of our 
thoughts, keeping as close to them as possible, and' still shaping them 
in words so that other people can follow them. 

MATERIALS OF PARAGRAPHS 171 



To make a point for a reader, to present it and to make it clear 
and interesting, we need to draw on all the resources of our minds, to 
use whatever sorts of material are pertinent and appropriate There is 
no scientific classification for these sorts of material, but for conven- 
ience we can distinguish a few Since we can’t capture for presentation 
the thought itself, we will use paragraphs that are made up principally 
of the sort of raw material being discussed. 

la. Details. Probably the bulk of writing consists of details, 
words for sensations, images, particular facts They are the basis of 
description, of narrative scenes, both factual and imaginative, and of 
explanations of objects, processes, situations, and they are the evi- 
dence, the foundation of general ideas All sorts of writing show the 
use, sometimes the massing, of such particular bits of data This 
“conception of the difficulties travelers met” in New Y'ork’s great 
blizzard of 1888 seems to consist almost solidly of “details” 

The actual fall m 53 houib was 20 9 inches, oi more than twice as much 
snow as had fallen all that winter, but this figure gives no conception of the 
difficulties travelers met For the wind continued high, and the soberest 
observers reported drifts of fifteen and twenty feet It was almost impossible 
to walk A few hacks took to the streets, the diivers charging anything they 
could get and in some cases forcing whiskey down the throats of their horses 
in order to keep them alive Surface cars struggled tor a little while, and then 
stopped, many of them were literally buried The Third Avenue Elevated 
Railway, not then eicctiified, ran a few trains downtown — one car each, 
with two or even three dinkev engines pushing it — hut these too were stalled 
In one of them, helpless between stations, were thirty men, but though they 
could not get down, they were so fortunate as to be in front of a saloon, 
and hot toddies weic hoisted to them by means of a pail and a length of 
cord, so that the men remained tolerably happy for the fifteen hours of 
their captivity, and even were heard to sing Sturdv little boys with ladders 
went from place to place letting people down out of second-story windows, 
generally they charged (this being in 'the days before Boy Scouts) fifty cents 
for the descent — Dona id R C'liiDsrv, The Gentleman liom New Yofly A 
Life of Roicoe Con Idling, pp 381-82 

The details in Sherwood Andei son’s amusing (or tragic) analysis 
of the “things that can happen to a chicken” depend on the first sen- 
tence and are again bound together at the end of the pai ag raph 

One unversed in such matters can have no notion of the man> and tragic 
things that can happen to a chicken It is born out of an egg, lives for a 
few weeks as a tiny fluffy thing such as you will see pictured on Faster cards, 
then becomes hideously naked, eats quanUties of corn and meal bought by 
the sweat of your father’s brow, gets diseases called pip, cholcia, and other 
names, stands looking wnth stupid eyes at the sun, becomes sick and dies 
A few hens and now and then a rooster, intended to serve God’s mysterious 
ends, struggle through to maturity The hens lav eggs out of which come 
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other chickens and the dreadful cycle is thus made complete It is all unbe- 
lievably complex Most philosopheis must have been raised on chicken 
farms One hopes for so much from a chicken and is so dreadfully disillu- 
sioned Small chickens, just setting out on the journey of life, look so bright 
and alert and they are in fact so dreadfully stupid They are so much like 
people thev mix one up in one’s judgments of life If disease does not kill 
them they wait until your expectations are thoroughly aroused and then 
walk under the wheels of a wagon — to go squashed and dead back to their 
maker Vermin infest their youth, and fortunes must be spent for curative 
powders In late life I have seen how a literature has been built up on the 
subject of fortunes to be made m the raising of chickens It is intended to 
be read by the gods who have just eaten of the tree of the knowledge of 
good and evil It is a hopeful literature and declares that much may be 
done by simple ambitious people who own a few hens Do not be led astrav 
by It It was not written for vou Go hunt for gold on the frozen hills of 
A.laska, put your faith in the honesty of a politician, believe if you will that 
the world is daily growing better and that good will triumph over evil, 
but do not read and believe the literature that is written concerning the 
hen It was not written for you — SiihRwoou Andfrson, “The Egg,” The 
Tuitmph of the pp 47-49 

And particular facts ate the chief content of technical and scien- 
tific writing 

When a volume of an saturated with water vapor is cooled, it condenses 
in either the liquid or solid form, depending upon whether the tempera- 
tute IS above or below U® C This condensation does not occur throughout 
the erune mass of humid air, but around small eondensation nuclei, chiefly 
sea salts, vvhieh are constantly present in the atmosphere A cloud then is 
composed of a gieat number of small water dioplets, ice crystals, or both, 
whieli are sepaiaicd trom each other but yet limit the visibility The diam- 
cter of the water droplets is very small, ranging from 1 to 70 microns with 
tlie most trequent diameter being 12 microns There are about 50 to 500 
oi iluse j)artieles m a cubic centimeter of clouds air The rate of fall of 
rliLse drojikts is so small, a few millimeters per second, that the slightest 
isccndmg air eurient is sufficient to hold them aloft Rain drops, on the 
eontiaiy, which aic composed of an aceumuliiion of small droplets, are 
eompaiativelv large and fall with appreciable \eIocities — Wtather Minimd 
for Pilots (War Department, TM 1-2^0), p 69 

Frequently the details are evidence or teasond for a general state- 
ment, as in this from a discussion of the relative positions of 
nations, written during the war 

We can say that nations have in the past been conclusively defeated [the 
general statement] Spam was so conclusively defeated in the sixteenth cen- 
tury that It never again was a great powei bra nee was so conclusively de- 
feated by Russia and Biitain m 1812-1814 that it was never again able to 
seek a Napoleonic Empire The Spanish nation did nqt cease to exist The 
French nation continued to play a great part in the world, and the ghost 
of Bonaparte walked again in Napoleon III Nevertheless, the retreat from 
Moscow and the defeat at Waterloo were conclusive What made them con- 
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elusive? It was that m the nineteenth century the French potential for 
war declined first in comparison with Britain’s, and then m comparison 
with the war potential of a unified and industrialized Germany with its 
rapidly growing population — Walter Lippmann, U S Fofetgn Policy^ pp 
144-45 

Or the details may be tllustrauons of a statement, like the brief 
references to specific situations in these paragraphs 

Assuming that relations exist between events, indeed convinced by com- 
mon sense and consensus, that they do exist, it follows that in tiacing rela- 
tions we are led afar in space and backward in time This rule applies even 
to personalities and occurrences apparently trivial in influence 1 he building 
of rayon factories in the United States affects the living standards of Japanese 
engaged m producing silk worms The simplest words used by a moun- 
taineer suggest the distant origins of the language he speaks Every person- 
ality, no matter how humble, every human occurrence, however slight, has 
relations with other personalities and occurrences contemporary and past 
Some of the relations are clear and can be easily traced to a certain extent 
for example, the relationships of family and race Others are complicated 
and elusive, for instance, the influence of interested propaganda upon govern- 
ment policy and action But whether clear or elusive, we can never find a 
stopping place when we try to trace them A Baptist sermon in Atlanta, it 
we seek to explain it, takes us back through the Protestant Reformation to 
Galilee — and far beyond in the dim origins of civilization We can, if we 
choose, stop at any point along the line of relations, but that is an arbitrary 
act of will and does violence to the quest for truth in the matter — C A 
Beard, The Discussion of Human Affairs, pp 68-69 

The principal Weakness of amateur writing is not presenting 
enough details, failure to bring forth enough particulars to make the 
subject clear, convincing, and interesting A little time spent in con- 
sideration before writing to bring into mind people, things, incidents, 
anything specific that belongs to the subject will make the writing 
easier and will do more than anything else to bring the reader to an 
understanding of the subject . 

1b. Opinions and generalizations. Besides this mass of details, 
we have in our minds a vast amount of less specific data, which for 
convenience can be called ‘generalizations ’’ Most of them we have 
acquired in words from other people or from reading, but some we 
have built for ourselves by putting two and two together We don’t 
need to be told that we have “ideas” as well as “facts,” but it is im- 
portant to try to see the differences between them Here are a few 
samples of material more general, more abstract than that illustrated 
in the preceding section 

First is a simple summary of particulars, a classification of a great 
many instances, in a description of three methods in education: 
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Let me explain. The three basic ways are the lecture, the discussion group, 
and the tutorial hour In a lecture, a silent class is addressed, more or less 
like a public meeting In a discussion group, comprising from five or six to 
not more than thirty students, the members of the class speak freely, putting 
or answering questions on points which the teacher organizes so as to form 
a coherent account of some topic It may be that for this purpose discussion 
by the class is broken at intervals by lecturettes from him In a tutorial hour, 
the instructor is really holding a conversation, usually with one student, 
certainly with not more than three or four This is in the best sense a free- 
for-all and it presupposes a good stock of knowledge on the part of the 
students I may seem to have left out the recitation class, common to the 
lower schools, in which every pupil in turn answers a part of the day’s lesson 
But this IS really a form of examination Its teaching value is that of any 
good examination and I shall speak of it later under that head — Jacques 
Barzun, Teacher tn Amettca, p 37 

Another point about education is more inclusive, offering an inter- 
pretation of and the writer’s opinion about a matter of general edu- 
cational and social policy 

The country has become much more socialistic than most people real- 
ize Theoretically it is committed to a policy of free medical advice, and 
free mental training in the public schools This program is partly logical 
and partly illogical It is logical in that every citizen should be given the 
opportunity to realize on every physical and mental asset he possesses It is 
illogical in that we treat all individuals as if they were Boston terriers, trim- 
ming their eais and teaching them identical tricks, so that they will fit a 
single given standard It would be much better, would it not, after patching 
up such physical disabilities as we may, to give each child all the education 
he can assimilate of the type for which he is fitted^ There is no point in 
trying to teach our twenty million morons to read and write It is hardly 
worth while to prod another twenty million dullards through grammar 
school It IS foolish to lower high-school and college standards so that every- 
one who has a mere social urge for educational gloss is able to obtain it 
It would be a much better policy to reorganize the whole educational system 
in a way which would permit the establishment of speaalized schools fitted 
to the different requiiements of our variant population The progress of 
a people depends largely upon the upper 1 per cent Dr Cox has shown 
that the leaders of the world, the geniuses of various types who have made 
civilization, have been exceptionally intelligent as children Intelligence tests 
have been sufficiently perfected to enable us to select such a group Psy- 
chologists cannot guarantee that they will all be leaders, they can guarantee 
that the leaders will come from among them What greater service to 
humanity could a government perform than to select and tram everyone 
who shows promise of outstanding ability, no matter from what walk of life 
he comes? — Edward M East, Biology tn Human Affatri, pp 189-90 

Our opinions may be of very particular things — a toothpaste, a 
book, a house, a person — but wc also carry about with us opinions of 
more complex matters, and we must use them daily, in college classes, 
in conversation, in making decisions Here arc two statements, one on 
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the position of labor unions in relation to social organi/ation, and 
another that may seem simpler but that actually treats in homely 
terms a question of basic human values. 

My guess is that the help which unions are likely to give the community 
in solving Its problems will be more important than the new problems which 
unions create The most important fact about the world today is the con- 
flict between the philosophy of life represented by Russia and the philosophy 
which Western Europe and the United States have inherited from the 
Greeks and the Anglo-Saxons The Russian philosophy asserts that the com- 
munity has interests which are independent of and superior to those of its 
members Indeed, it recognizes no rights of the individual against the 
Government The philosophy of Western Europe asserts that the supreme 
values are found in the interests of individuals and that institutions exist in 
order to serve individuals 

In this great conflict between two philosophies the trade unions are an 
important ally of the West In the first place, they are an effective champion 
of the idea of the dignity of the individual They have mtioduced the 
equivalent of civil rights into industry and have given woikeis protection 
against arbitrary treatment by management Thus they have made a major 
contribution toward implementing the philosophy of the West 

In the second place, the use of trade unions and the gradual development 
of a labonstic community opens up to employes great opportunities to par- 
ticipate in policy-making both in the plant and in the community Russia 
is gradually creating a community in which individuals aie \assals of the 
state — a new form of serfdom Such an economy has little chance of holding 
Its own in competition with a labonstic economy in which responsibility for 
decisions is widely dispersed and in which millions of employes have a 
chance to feel that they have a stake in the community — Sttmner H 
ScHLicHTER, “Are We Becoming a ‘Labonstic’ State?” New Ttwt^ 

Magazine j May 16, 1948, pp 65-66 

Too many smart adveitisements have suggested that there are no woes 
which cannot be cured by buying the right soap, or the right scent, or the 
right girdle The reader may be sane enough to remembei tint a salt which 
will pour evenly in any weather is not an adequate cure for a broken heart 
and that the cynicism of oui world will not be lessened even il all the young 
women of America smell sweet But the repeated suggestion of a million 
displays — in print, on the radio, written against the night sky — is that there 
must always be an answer to every problem, and that the answer is some- 
thing you can buy If it isn’t soap, it may be cigarettes, or peihaps a mouth- 
wash, or a new vitamin If white bread doesn’t make you happy, why 
not try black? All those hilarious faces in the magazines, those happy 
bodies, reproach us for remembering that life has problems wJiieh cannot be 
cured at any counter — HrRBFRr Agar A Time foi Guatness^ p 155 

Obviously this sort of “matenar* offers problems, since it is more 
difficult to be accurate when summarizing large numbers ot facts or 
giving our opinions perhaps of complex situations, and since many of 
our generalizations reflect our prejudices or are simply repeated with- 
out actual thought on our part from what we have heard or read. 
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The best safeguard is to refer our generalizations as far as we can to 
the particulars to which they apply and to try to be as responsible as 
circumstances and our temperaments allow We cannot avoid gen- 
eral ideas, cither in living or in writing 

Ic. Comparisons and contrasts. We define and sharpen our 
ideas naturally by comparing and contrasting two or more things, 
the qualities of one making clearer the qualities of the other A 
large part of our thought, especially as we approach making a de- 
cision or as we attempt to clarify an opinion, is carried on by com- 
parison Consequently one of the most useful ways of making our 
ideas deal to other people is by showing them how these ideas are 
like or unlike other ideas The basic methods are comparisons and 
contrasts between things in the same general field and comparisons 
and contrasts between things in quite different fields but still having 
something in common 

In Chapter 9 of The Horse and Doctor ^ Dr Hertzler com- 

pares and contrasts the work of a surgeon under the primitive con- 
ditions of ‘‘kitchen surgery” with his work in the operating room 
of a modern hospital, a comparison within the same field of work. 
Instead of giving an account of first one and then the other, per- 
haps following these with his opinion, he keeps both working con- 
ditions eonstantlv before the readei, giving first some details of one 
and then of the other, with his opinion deaily stated or implied all 
along, as in this sample paragiaph 

1 have inteipolaied ihc preceding in oidti lo show that kitchen suigeiy 
had many advantages I ven the modest, intelligent, well meaning assistant 
can make himself a nuisance Only one person can work at a time and 
while an assistant is doing something the operator is idle — that is his hands 
are, but his mind is thinking horrible thoughts On the other hand if one 
operates alone in a kitchen his instruments are just where he placed them 
One kept the instruments in the dishpan, took them out when needed, and 
put them back m again when he had finished with iheir use They were 
always to be found in an area of a fool anti a half, the diameter of the tiish- 
pan There was no nurse to grab them, rub off real or imaginary blood 
and then place them somewhere else — Arihur E Hfrizler, The Ho) se and 
Buggy Doctof, pp 221-22 

Sometimes an unusual comparison both clarifies and fixes in mind 
an idea, as in this likening of some characteristics of a dog on a 
walk and the ways of a political liberal 

The liberal holds that he is true to the republic when he is true to him- 
self (It may not be as cozy an attitude as it sounds ) He greets with en- 
thusiasm the fact of the journey, as a dog greets a man’s invitation to take 
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a walk And he acts in the dog’s way, too, swinging wide, racing ahead, 
doubling back, covering many miles of territory that the man never traverses, 
all in the spirit of inquiry and the zest for truth He leaves a crazy trail, 
but he ranges far beyond the genteel old party he walks with and he is 
usually in a better position to discover a skunk The dog often influences 
the course the man takes, on his long walk, for sometimes a dog runs into 
something in nature so arresting that not even a man can quite ignore it, 
and the man deviates — a clear victim of the liberal intent in his dumb 
companion When the two of them get home and flop down, it is the 
liberal — the wide-ranging dog — who is covered with burdocks and with 
information of a special sort on out-of-the-way places Often ineffective m 
direct political action, he is the opposite of the professional revolutionary, 
for, unlike the latter, he never feels he knows where the truth lies, but is 
full of rich memories of places he has glimpsed it in He is, on the whole, 
more optimistic than the revolutionary, or even than the Republican in a 
good year — The New Yorf^ery Jan 17, 1948 Reprinted by permission Copr 
1948 The New Yorker Magazine, Inc 

Id. Qualifying statements. Our ordinary thought tends to be 
m broad terms and not examined for accuracy, but under pressure of 
need to be exact or as a result of training we can make ourselves 
relatively exact within the limits of our knowledge Perhaps this is 
more of an attitude than a “kind of material,” but the signs are in 
added details and statements that qualify, set limits, define the topic 
Sometimes the qualification consists only of a word, like sometimes^ 
generally^ or of saying some instead of all, of dropping only or 
nothing buU Usually it is in a slight elaboration of detail, as in this 
paragraph : 

In seeking to improve our political life we must be careful not to expect 
too much, and not to rest our democratic faith on assumptions which cannot 
be supported. If we say that the common man is infallible, or that the voice 
of the people is infallible, we are talking nonsense and inviting the disap- 
pointments which must ensue But if we say that the opinions of the com- 
mon man, when he is given a fair ’chance to form opinions, tend to show 
good sense and to be the best basis for the decisions of government, we are 
saying what can be proved both from the record of the past and from the 
experience of the present On this unboastful statement we can build a 
politics consonant with man’s dignity, and we may even hope in time to 
unite the world in the name of that dignity — Herbert Agar, A Time jot 
Greatness, p 79 

In definitions a writer sets the limits and gives the essential char- 
acteristics of the thing or situation he is telling about, as in this defini- 
tion of cartels 

A cartel, simply stated, is a small ring of producers or distributors that 
acquires control of domestic or foreign markets and uses that control to 
crush competition and new enterprise, prevent maximum production and 
establish rigid high prices in a scarcity economy which brings huge profits 
to the few through exploitation of the consumer There are many different 
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kinds of cartel, but generally they comprise a group of industrialists who 
gain monopolistic control of a raw material, such as tin, or of a commercial 
product, such as synthetic rubber These industrialists agree among them- 
selves on a theoretical price having little relation to cost, and divide up do- 
mestic and foreign markets so that one firm or group has a monopoly in 
each area In order to prevent other firms from entering this monopoly the 
cartels depend upon patent laws which they manipulate skillfully so that 
their processes, their established technology and their absolute control cannot 
be menaced by any independent firms which have not subscribed to their 
quota 

In addition to monopolizing and dividing markets (where any arbitrary 
price can be established because there is no competiuon), the cartels estab- 
lish quotas on production With restricted production, scarcity can be 
maintained and high prices determined with little difficulty Obviously, 
competition (the very essence of traditional capitalism) which would en- 
courage competitive prices, high production and technological progress, and 
new inventions which would enable other firms to enter the fields dominated 
by cartelists through patents, are incompatible with the cartel system — 
Robprt Rfubfn, “The Menace of the Cartels,” The New Republic, Oct 11, 
1943, 109 476 

An important element m a definition may be making clear what 
the term does not mean, as John Dewey does in running over various 
senses of the word thinking to define the particular sense (reflective 
thought) in which he is interested 

In Its loosest sense, thinking signifies eveiything that, as we say, is “in 
our heads” or that “goes thiough our minds” He who offers “a penny for 
your thoughts” does not expect to drive any great bargain In calling the 
objects of his demand thought, he does not intend to ascribe to them 
dignity, consecutivcness, or truth Any idle fancy, trivial recollection, or 
flitting impression will satisfy his demand Day-dreaming, building of 
castles in the air, that loose flux of casual and disconnected mateiial that 
floats through our minds in relaxed moments are, in this random sense, 
thinking More of our waking life than we should care to admit, even to 
ourselves, is likely to be whiled away m this inconsequential trifling with 
idle fancy and unsubstantial hope 

In this sense, silly folk and dullards think The story is told of a man m 
slight repute for his intelligence, who, desiring to be chosen selectman in 
his New England town, addressed a knot of neighbors in this wise “I hear 
you don’t believe I know enough to hold office I wish you to understand 
that I am thinking about something or other most of the time ” Now 
reflective thought is like this random coursing of things through the mind 
in that It consists of a succession of things thought of, but it is unlike, in 
that the mere chance occurrence of any chance “something or othei” in an 
irregular sequence does not suffice Reflection involves not simply a sequence 
of ideas, but a consequence — a consecutive ordering in such a way that each 
determines the next as its proper outcome, while each in turn leans back 
on Its predecessors The successive portions of the reflective thought grow 
out of one anothei and support one another, they do not come and go in a 
medley Each phase is a step from something to something — technically 
speaking, it is a term of thought. Each term leaves a deposit which is 
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utilized in the next term The stream or flow becomes a tram, chain, or 
thread — John Dewey, How We Thin\, pp 2-3 

It IS possible to make a definition — or any other statement — read- 
able as well as clear and accurate. Responsible writing depends on 
qualifying statements, making the statements mean only as much as 
they reasonably should 

1e. Relationships between facts. One of our characteristics as 
human beings is that we are forever seeing and noting relations be- 
tween our facts one comes after another, one is the cause of another, 
or the reason for a belief, or an example of a class, and so on The 
examples here only suggest the presence of this sort of thinking 
In this paragraph from a protest against mismanagement in the 
first world war, Mr. Montague puts first the effect, then the cause, 
and then returns to the effect {And so ) 

The winter after the battle of Loos a sentry on guard at one part of our 
line could always see the frustrate skeletons of many English dead They lay 
outside our wire, picked clean by the rats, so that the khaki fell in on them 
loosely — little heaps of bone and cloth half hidden now by nettles and 
grass If the sentry had been a year in the army he knew well enough that 
they had gone foredoomed into a battle lost before a shot was fired After 
the Boer War, you remember, England, under the first shock of its blunders, 
had tried to find out why the Staff work was so bad What it found, in 
the words of a famous Report, was that the fashion in sentiment in our 
Regular Army was to think hard work “bad form”, a subaltern was felt 
to be a bit of a scrub if he worried too much about discovering how to 
support an attack when he might be more spiritedly employed playing polo, 
“The nobleness of life,” as Antony said, when he kissed Cleopatra, was 
to go racing or hunting, not to sit learning how to forecast the course of 
great battles and how to provide for answering their calls And so swathes 
of little brown bundles, with bones showing through, lay in the nettles and 
grass — C E Montague, Disenchantment^ p 196 

Here Mr. Fadiman sketches his reasons for believing that “the 
trash of my generation was superior to the trash of today.” 

I say trash Actually such books arc “trash” only by standards which 
should not be applied to children’s reading They have the incalculable value 
that listening to perfectly inane, adult conversation holds for children they 
increase the child’s general awareness They provide admittedly rough 
paradigms of character, motivation, life experiences That is why it seems to 
me that the trash of my generation was superior to the trash of today I 
submit that The Rover Boys in the Everglades and Fran\ on a Gunboat 
arc preferable to Superman and his kind on two counts they were cleanly 
and clearly written, and their characters were credible and not entirely un- 
related to the child’s experience When I was nine I could learn something 
interesting about life from even such highly colored affairs as the Frank 
Merriwcll series, but I know that my son can learn nothing whatsoever of 
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genuine interest (that is, which he can check against the expanding universe 
within himself) from the comics I believe firmly that the curient juvenile 
literature of the impossible is meretricious compared with the honest hack- 
work my own generation enjoyed I also think that the kids are about 
ready to kick over this thriller fare in favor of something saner and more 
natural — Clifton Fadiman, Reading Vve Lifted, Preface, p xvi 

Without labeling explicitly the relation between his statements, 
Professor Barzun is giving reasons for passing examinations 

Examinations are not things that happen in school They are a recurring 
feature of life, whether in the form of decisive interviews to pass, of im- 
portant letters to write, or hfe-and-death diagnoses to make, or meetings to 
address, or girls to propose to In most of these crises, you cannot bring your 
notes with you and must not leave your wits behind The habit of passing 
examinations is therefore one to acquire early and to keep exercising even 
when there is a possibility of getting around it — Jacques Barzun, Teacher 
tn America^ p 215 

Although we usuallv associate these relationships with earnestness 
and “logic,” they may be quite individual, as in the statements that 
lead up to the concequenth of Mr Saroyan’s last sentence 

Under the foregoing circumstances, how may the playwright do his work, 
maintain his integrity, and manage to survive economically^ I have already 
remarked that I sometimes bet on the horses I should like to enlarge a 
little on this Horse betters as such are generally regarded as fools, and it 
IS proper to accept this view without embarrassment They are especially 
foolish if they lose, and more often than not they do But the virtue to the 
playwright of seeking to exempt himself from the urgent need of money 
bv studying the races and occasionally making a bet is this that it estab- 
lishes more swiftly than any other activity the essential irrelevance and 
worthlessness of money, whether the sums involved are enormous or in- 
significant This, in turn, re-establishes emphatically the profound relevance 
and worth of art, of integrity, of pride, of indifference toward material suc- 
cess or failure In short, it permits the playwright to work hard, as hard 
as he IS able to work, on a play for its own sake For he knows that while 
It IS not easy, it is nevertheless true that money as such, as money, may be 
abundantly obtained by so simple a process as believing one horse among 
eight or nine will run faster than the others, and backing up his belief with 
a bet By the same token, he knows that much needed money may disappear 
that easily, too Consequently, money by itself is seen to be so nearly meaning- 
less as to be unworthy of any broader identification — William Saroyan, 
“Confessions of a Playwright,” Tomonow^ Feb 1949, p 19 

If. Development of paragraphs. Sometimes conscientious stu- 
dents feel that developing an idea fully, building out a statement into 
a paragraph, is “just padding.” There are two chief reasons why a 
bare statement is insufficient First, it does not' really represent the 
consecutiveness or fullness of the writer’s thought and often gives such 
a small sample that he does not seem to know his subject or at least 

MATERIALS OF PARAGRAPHS 181 



does not seem to be thinking about it at the time of writing. Second, 
It cannot convey to a reader, who may know nothing about the 
subject, enough to let him see the subject as the writer sees it. To make 
an impression on the reader, it is necessary to control his mind for a 
brief time; it is necessary not just to mention the subject but to pre- 
sent it, develop it, lead him to think about it and to see it as the 
writer sees it. 

Actually developing paragraphs by full use of the appropriate 
materials also removes a frequent worry of student writers, “getting 
the required length.” Most writing in the world is planned for a 
fairly definite length (a page of a typed letter, an article for a specific 
magazine) so that specified length for compositions is natural. “About 
600 words” means that the student is to take a subject and select 
from his thinking about it what can be conveyed in about that num- 
ber of words. The bulk of the actual space in most papers will be 
taken up with specific details, but all pertinent material should be 
used. A final test question for a paper is “Have I put in enough of 
what I know and believe about this subject to lead a reader to sec 
it as I do?” 


2 . Paragraphs in the making 

When a person sets about putting on paper the material he has 
in mind on a subject that he wishes or has to write about, he is 
consciously or unconsciously concerned with paragraphs Writers 
differ greatly in the amount of preliminary planning they do The 
material for a short paper on a relatively simple or familiar subject 
groups Itself; that is, the small stages in the thought become para- 
graphs without much conscious attention. More complex material 
may require considerable planning, including the making of outlines 
and indicating of specific paragraphs At any rate some of the ele- 
mentary questions about writing can be considered and understood 
as aspects of making paragraphs. 

2a. Visualizing paragraphs. Except in letters and other per- 
sonal sorts of writing, the physical features, the looks, of paragraphs 
are determined by the practices of periodical and book editors. Be- 
cause of the usually simple narratives of news stories and the narrow 
columns, which make long, unbroken stretches of type forbidding, 
and because they are intended for hasty reading, paragraphs in news- 
papers run distinctly short, the great majority of them being under 
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75 words, 20 to 50 words being typical. Paragraphs in magazines 
ot restricted circulation approach book paragraphs in length, but in 
tairly popular magazines the paragraphs would rarely be 200 words 
long and typically run from 100 to 150 words. Books show great 
variety, but as a rule paragraphs of less than 125 words would be 
short and paragraphs of over 250 rather long except in books intended 
for a rather limited audience. Fiction shows considerable variety in 
paragraph length, approximating periodical length. In any given 
article, of course, the paragraphs will vary considerably, because sub- 
ordinate points will be of differing importance, some deserving fuller 
and others shorter treatment. 

Here are some figures from typical pieces of writing that illustrate 
characteristic paragraph lengths in factual writing. The first two are 
from news stories, the next two from magazine articles, and the re- 
maining from books. They are based on a count of 16 consecutive 
paragraphs, except the Santayana essay, which contains only eight. 


Length of paragraphs m order Longest Shortest Average 

'I wo news stones 

29, 75, 57, 23, 43, 40, 51, 26, 22, 4^, 18, 18, 


29, 24, 20 

93 

18 

38 

30, 38, 18, 53, 50, 29, 57, 56, 55, 71, 44, 30, 49, 
23, 23, 36 

71 

18 

41 

Vniclt in the Atlantic Monthly 

66, %, 113, 65, 85, 101, 83, 85, 86, 112, 69, 100, 
100 90, 136, 141 

141 

65 

95 

\ \iw Yorl^ci profile 

192 111, 99, 163, 13, 306, 137, 174, 110, 16, 
274, 232, 245, 208, 95, 11 

306 

11 

149 

Vannevar Bush, Modern Aini> and Free Men 

29, 87, 147, 91, 163, 178, 125, 74, 96, 165, 244, 
151, 378, 116, 97, 149 

378 

29 

143 

Vlaigaret Leach, Reveille in Washington 

136, 211, 53, 118, 207, 135, 216, 83, 182, 129, 109, 
302, 171, 55, 143, 100 

302 

53 

147 

1 roin Chapter 1, sections 1 to 3 of Wrtter*s 
Guide and Index to English 

166, 80, 141, 99, 97, 142, 225, 149, 115, 93, 31, 
105, 102, 106, 94, 41 

225 

31 

112 

George Santayana, “Skylarks” 

290, 180, 294, 333, 435, 159, 513, 438 

513' 

159 

330 
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xncrc arc bomc sianuaru cAccpuull^ lo incsc convcnaons oi para- 
graphing. Each speech in a dialog is set off in a separate paragraph. 
Occasionally, in complex subject matter, a single sentence that shows 
the transition in thought between two paragraphs or sections will 
staind as a separate paragraph, and sometimes an important or em- 
phatic sentence will deserve a paragraph by itself. In advertising and 
a good deal of business writing, single sentences are indented as para- 
graphs for display purposes, the real paragraphs often being indicated 
by extra spacing between groups of these sentences. Editorials in 
some newspapers are printed in this way, with gam in legibility as 
compared with the forbidding editorial pages of the more conserva- 
tive papers, but writers usually find it harder to show relationship 
between their ideas in this form. It is more appropriate for short, sug- 
gestive statements than for presenting a “chain of reasoning” A 
successful combination of one sentence paragraphs and more fully 
developed ones can be worked out, as in this editorial 

More and more people these days are shouting the word “loyalty “ Not 
just publishers and politicians, but even educators are speaking of it And 
the more oratorical they become in talking of it, the more confusing it is to 
some students to discover what all the fuss is about 

What do they mean by “loyalty” ? 

Do they mean unquestioning obedience to authority of either one's state or 
one’s family or one’s university^ 

Or do they mean personal sympathy with the aims of the group of which 
one IS a member? 

Or do they mean by “loyalty” a devotion to what is best within any group 
or institution? 

How can one be just loyal? It doesn’t make very much sense Mavbc 
those who are speaking so emphatically about “loyalty” do not mean that it 
should make sense 

Maybe “loyalty” is for them an instrqmcnt by which minds may be molded 
to suitable patterns Maybe those to whom “loyalty” is the highest form of 
state and university patriotism are more concerned with enlisting emotions in 
support of their projects than they are in objective values Maybe they really 
do not know what they mean and are merely repeating, because of ignorance 
or expediency, what has become a public cry — The California Daily B)utu 

The quoted paragraphs in section 1 of this chapter show a typical 
range of developed paragraphs: the shortest is 69 words, the longest 
362, and the average 168 words (The complete range in length is 362, 
319, 255, 254, 234, 226, 214, 209, 195, 174, 167, 166, 145, 142, 138, 124, 
121, 121, no, 102, 98, 89, 80, 69.) 

All this discussion of length does not mean that a writer should 
stop to count the words in his paragraphs, but he should be able to 
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visualize the length of his paragraphs as they would stand in typical 
magazine and book form. Most writers get about 200 words of long- 
hand on a page and about 300 in double spaced typing. It is obvious 
that a writer should look closely at any page of his manuscript that 
shows more than two paragraph breaks — not that they are necessarily 
wrong, but he should be sure that they represent actual stages of his 
material, that they are appropriate to the subject, to the reader, and 
to the emphasis he intends Conspicuously short paragraphs are 
likely to be symptoms that he is not developing his material suffi- 
ciently, IS not putting in enough details, is not building enough 
small ideas together, or else that he is dividing his subject into units 
too small to guide his reader to an understanding of the relationships 
between points 

Similarly, he should look closely at paragraphs that run over a 
manuscript page, to see if they are actually unified or if perhaps they 
shouldn’t be broken for emphasis or for the reader’s convenience. 
Paragraphs are likely to be longer than average when the thought is 
consecutive, emphasizing relationships between facts or ideas In 
works of criticism, in philosophy and science, the paragraphs are 
rightly longer than in pictures of the life around us Length is a 
symptom of other qualities of paragraphs, and is to be considered 
in the light of subject matter and purpose, and should be a sign of 
adequate and appropriate development At the beginning of a com- 
position course paragraphs are likely to be conspicuously short, some- 
times averaging under 75 words 

2b. Focusing statements. Although our natural flow of thought 
has Its little tensions and climaxes, it usually lacks form, so that prepar- 
ing It for someone else to follow requires giving it some shape and 
putting in some guideposts Giving his material an occasional point 
of tocus is natural for a writer and very convenient for a reader In 
factual writing a sentence that states in general terms the subject of 
a paragraph and perhaps summarizes some of its content is called a 
topw sentence. 

If the topic sentence stands first, it leads the reader to expect 
further development. When Professor Schlichter begins a paragraph 
“A fourth way in which our economic order creates friction between 
workers and business owners is by its selling and advertising activ- 
ities,” we expect details of these selling activities and their bearing 
on unrest. When Lincoln Steffens starts a paragraph “One of the 
wrongs suffered by boys is that of being loved before loving,” we 
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expect a discussion of the idea or specific instances Often it seems 
more natural to put the particulars first, pointing toward the general 
statement at the end, as in the paragraph by Saroyan on page 181, 
which he concludes with the statement “Consequently, money by 
Itself IS seen to be so nearly meaningless as to be unworthy of any 
broader identification.” 

In the following paragraph there are two contenders for the title of 
topic sentence, the last and the one in the middle beginning “A sense 
of the public psychology.” Perhaps neither entirely focuses the mate- 
rial of the paragraph, but considering the subjects of nearby para- 
graphs, the former would be taken because it is more m line with the 
idea of the whole and indicates the contribution of this particular 
paragraph to the whole Frequently the context or general purpose of 
an article will help select the topic sentence in this way. 

Large automobile companies, in elaborate advertisements, present then 
skilled mechanics as “craftsmen,” making a title of the term A certain 
absurdity, yet almost a pathetic intensity, of this tendency is revealed in the 
yearning for the myth of individual handicraft betrayed by such phiases as 
“Tomato Soup by Campbell ” General Motors still clings to the 

lost carriage maker in the insignia and motto “Body by Fisher ” Personal 
names for tnass pioducts are at a premium There is commercial value in 
“Fanny Farmer” candies, or “Mrs Wagner’s Pie ” A sense of the public 
psychology is revealed in these oblique apologies by manufacturers for the 
industrial standardization of their products This is not to imply that there 
are not many commodities which industry produces with better results than 
could the individual But it’s worth noting that when the sewing machine 
was first invented especially high prices were charged for clothing made on it 
“Untouched by human hands” was once the miraculous advertising appeal 
for other milled oi machined commodities Yet today, the label “hand made” 
IS worth an illogical amount in the retail value of many products — Stoir 
Graham Williamson, The Amencan Cta\Utnany p 9 

Practiced writers are not usually conscious of their top^c sentences, 
m fact have more trouble in finding them than someone less familiar 
with the subject But if their minds are working well, the material 
IS focused. Occasionally it is useful for a beginner to concentrate 
on these focal statements. It may help to write a topic sentence, or 
a series of them for the various paragraphs of a paper, and then de- 
velop the ideas as stated. If you are having trouble developing your 
subject fully, becoming aware in this way of just what a given para- 
graph IS to do may make the development easier. Or if your para- 
graphs are disjointed, focusing your material in advance can lead to 
more consistent and continuous development. 
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The writer of the following first paragraph was simply setting 
down one statement after another 

I have chosen cancer for my subject because medicine is one of the things 
upon which I am deciding to make my life’s work, and because cancer is 
one of the most dreaded and baffling diseases known to the medical pro- 
fession Several of my family have died of cancer and I didn’t know whether 
It was hereditary so I decided to find out A positive cure has not been 
found as yet nor has a positive cause Thousands are cured of this affliction 
each year by early treatment, and yet, 150,000 people in the United States 
alone die of cancer every year This death rate is second to only heart failure 
To stem this steadily increasing number of deaths by cancer, the United 
States Government has founded the United States Public Health Service 
National Cancer Institute at Bethesda, Maryland An appropriation of 
$570,000 a year for this institute helps it to support itself and others like it 
and to bring togethei cancer researchers the country over to collaborate on 
this immense problem 

He could have developed the idea of the first sentence, the appeal of 
the subject to him, or the social importance of cancer, or steps being 
taken to discover a cure — but hardly all three Framing a topic sen- 
tence might have helped him 

The important point, however, is not the topic sentence — that is 
only a sign — but actually bringing to a focus the material that is 
sufficiently related to form a natural paragraph 

2c. Actual writing. People’s habits of writing differ so much that 
it IS hardly safe to generalise on what they do in the actual process of 
composition But it seems safe to say that if they have thought over 
their subject matter they will write several sentences without stop- 
ping (much), and that it would be well if they could get the habit 
of writing at least a whole paragraph at a time Certainly you 
shouldn’t let your attention wander after a statement that is intended 
to lead into another statement Try to write a full paragraph before 
you let your attention shift to something else, or before you go to 
look for more material, or before you get up to walk around the room 
or chat with your roommate Of course efficiency demands that you 
keep your attention fixed as much as possible on your writing, but 
if you do pause, try to pause between paragraphs or between the 
larger stages of your paper Make the writing of a paragraph con- 
tinuous, so that It can keep as close as possible to your actual thinking. 

If vou are writing from a good outline it is easy to see the stages 
in the material and so concentrate on one stage^ at a time. The out- 
line is roughly related to the paragraphs, but as a rule they do not 
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correspond exactly to outline heads. A mam head may be one para- 
graph m a short paper oi several paragraphs in a fuller treatment 
of the subject. In a very full outline several subheads might be 
covered in a single paragraph. The outline is a guide to the order of 
material and to the scale of treatment but the number of divisions 
does not always represent the number of actual paragraphs. 

In general, make your first drafts as full as you can. One of the 
fundamental knacks in writing is packing in details, using particular 
facts and particular pictures as contrasted with general statements. 
The details may be few but striking and representative, or they may 
be numerous, carrying force in part by their number. Vague state- 
ment and lack of detail usually make for unsuccessful writing. Instead 
of reading “The hat had a peculiar feather,” the reader wants specific 
details so that he can see in what way the feather was “peculiar”; 
instead of “The people in the bleachers were of all shapes and sizes” 
he needs three or four details that would give a glimpse of the peo- 
ple — and at the same time let him feel that the writer had really seen 
the crowd he was talking about. 

Successful detail does not have to be unusual but simply accurate 
enough to let the reader see and believe: 

His light blue eyes are watery, and deep wrinkles show in the corners as if 
they were used to squinting into the sunlight His long narrow nose has a 
twist, as if It had had some exciting contacts and had lost to its opponents 
His cheeks arc thin and the skin is stretched tight over a determined jaw 
His neck is encircled by a once brilliant black neckerchief which has now 
turned a powdery gray from the dust kicked up by the pushing cattle 

Most students (and other writers) who have trouble meeting the 
expected length of assigned papers would find their work easier if 
they would get the habit of developing details, first by seeing more 
small facts and bits of picture that their subject needs, and second by 
putting these details down on paper. Their manuscripts then would 
not only say more and be more convincing, but they would be much 
more interesting. Writing which is alive with concrete detail is also 
easier and more satisfying, because it has not been padded out with 
irrelevant matter but built by proper means. It is much easier to 
draw a line through details that in revision seem unnecessary or out 
of place than it is to open up a paragraph and put more matter in. 
Consequently put in too much rather than too little in the first draft. 

Since the first draft shows you for the first time your ideas defi- 
nitely expressed in words, you will expect to rework it. Make thi^ 
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revision easy by giving the first draft plenty of space on the paper. 
Don’t crowd the copy to the margins or let the lines stand so close 
together that you can’t write new words between them Some writers 
put only one paragraph on a page or use only the upper half of the 
sheet in the first writing, so that they have plenty of room for addi- 
tions and alterations of all sorts Work out some scheme of physical 
arrangement on paper so that your writing can be carried on with 
as little inconvenience as possible. 

2cl. Revising. How much revision your paragraphs need de- 
pends of course on how well they appear in the first writing. You 
write them, more or less following your thinking as you have de- 
cided It should go, and then read them carefully to see if they will 
do The purpose of revision is to remove the faults and increase 
the virtues of the first draft, and in particular to examine so far as a 
writer ever can the fitness of his presentation for his intended readers. 
In paragraphs the good old principles of unity (singleness of idea 
or of impression), coherence (continuity, relation between state- 
ments), and emphasis (exactness with which the writer’s view is 
interpreted for the reader) are useful checks. 

To check for these matters in revision of paragraphs, it may be 
most convenient to ask yourself these questions: 

L Does each paragraph develop a clearcut stage of the subject? 

One of the danger spots is at the end of the paragraph because we 
are likely to have afterthoughts and tack on a minor or somewhat 
unrelated statement Often this statement can be thrown away, or 
put with the following paragraph, or tucked in inconspicuously at 
an earlier point in the same paragraph. Sometimes two really un- 
1 elated matters are put together, though more often the fault is neg- 
lecting to show the connection that really exists between the state- 
ments. If the subject actually changes, turns a sharp corner within a 
paragraph, the paragraph should be divided at that point or completely 
rewritten. 

2 Are any paragraphs conspicuously over- or underdeveloped? 

This is partly a matter of physical length, as was described in % 2a. 
More important, it is a matter of content. Are there too many details 
or illustrations or repetitions of idea? Are there too few? Readers 
who are unfamiliar with the subject or are hostile to it, or who are 
supposed to think slowly, need more elaboration; those more or less 
informed and sympathetic need less elaboration, unless it is used to 
arouse immediate interest. 
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3. Do the paragraphs end strongly and on the point that I want 
my readers to get especially? 

This emphasis is not so important for accounts of personal ex- 
perience, and perhaps not for other narrative, as it is for developing 
a line of reasoning. You want to be sure that your emphasis is clear 
to the reader. You should note that the beginnings and ends of para- 
graphs offer the emphatic position. 

4, Are the statements within a patagiaph so related that my read- 
ers can follow naturally from one to the next'^ 

Will the relation that is clear to me be clear to them^ This con- 
tinuity is the crux of writing good paragraphs and is elaborated in 
section 3 of this chapter. 

2e. Manuscript form. The specific conventions of spacing for 
paragraphs can be quickly stated In print a paragraph is usually 
indented by one em (that is, by a unit as wide as the type is high) In 
longhand manuscript the indention should be enough to be clearlv 
seen, about an inch in typical handwriting, perhaps a little less for 
smaller than average writing. In typescript a paragraph is indented 
from five to eight spaces. A stop on the tabulator bar can be set so 
that It will make uniform indentions with one pressure of the tabu- 
lator key when the carriage is pulled back to the left margin. 

In some business letters or mimeographed matter which is written 
single spaced, a block form is used in which the paragraph is not 
indented and the only sign is the line left between paragraphs This 
form IS not used for general manuscript. 

Some students make their copy confusing by indenting the first 
line of each page, even when it is not the beginning of a paragraph, 
or by leaving part of the last line on a page blank so that it looks 
like the end of a paragraph If you have formed either of these habits, 
you should break it. If you want to indicate the beginning of a para- 
graph in copy that you have written solid, put the paragraph symbol 
m the left margin and draw an angle before the first word of the 
new paragraph, like this: 

If you have formed either of these habits, you 
^ should break it. [it you want to indicate the 
" beginning of a paragraph in copy that you have 
written solid, put the paragraph symbol in the 

If you want to indicate that what you have written as two para- 
graphs should be joined as one, write No H in the left margin and 
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draw if possible a line from the end of the preceding to the begin- 
ning of the following paragraph. 

In typewritten manuscript it is better to start a new page than to 
allow the first line of a paragraph to stand alone at the bottom of a 
page, and it is better to avoid starting a new page with the last line 
of a paragraph. 

3. Connection within paragraphs 

A writer’s purpose in each paragraph is to advance his subject, 
to leave his reader more informed or interested at the end than he 
was at the beginning. Whether or not even a meaningful paragraph 
makes its full point depends largely on the way the reader is led from 
one statement to the next It is not enough that the relation between 
the statements is obvious to the writer; it shduld be obvious also to 
the reader for whom it is intended. To make sure of this, the writer 
usually needs only to check his paragraphs in revision, taking a read- 
er s point of view so far as he can If a sentence sounds as though the 
paragraph was beginning again, it probably needs attention. If it is 
difficult to pass from one statement to the next, the reader is thrown 
od the track If the statements can be firmly tied together, they will 
probably compose a satisfactory paragraph and embody a consistent 
chain of thought. The connection must first exist m the ideas and 
then be shown 

The second sentence of the following paragraph does not follow 
from the first; it seems to make a new start. The whole paragraph 
needs to be rewritten from a definite point of view (either of the 
player trying to find a good polo pony or of the attempts that have 
been made to furnish good ponies) and the relation between the 
Statements made clear 

For many years men have been breeding, raising, and schooling different 
lypes and breeds of horses in an effort to produce the ideal polo mount 
When a player wishes to purchase a high-typc pony, he looks for four things 
— quickness, speed, stamina, and ability to stop easily A combination of 
these four essentials is difficult to find in one animal Several have two or 
three of the qualifications, but very seldom do you find a pony with all four. 

Fortunately the means of showing the connection between state- 
ments are natural and simple. The common ones are 

1) Continuing the same subject from sentence to sentence, in the 
same words, in synonyms, or by means of pronouns 
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2) Some words of the first sentence, perhaps the object, used as 
the subject of the second or at the beginning of the second 

3) A pronoun referring to a word in the preceding sentence 

4) A thought relationship (cause or effect, reason, illustration ) 
shpwn directly by a conjunction or adverb {however^ but^ and . . .) 
or only suggested 

5) Parallel structure of the sentences 

The following paragraph shows the most common of these signs 
of continuity. 


(1) Qritics have not been lacking, of 
course y who pointed out what a hash 
democracy was making of its pretensions 
to government (2) These critics have 
seen that the important decisions were 
taken by individuals, and that public 
opinion was uninformed, irrelevant and 
meddlesome (3) They have usually con- 
cluded that there was a congenital dif- 
ference between the masterful few and 
the Ignorant many (4) They are the 
victims of a superficial analysis of the 
evils they see so clearly (5) The funda- 
mental dtffeience which matters is that 
between insiders and outsiders (6) 
Th^tr relations to a problem arc radicallv 
different (7) Only the instdei can 
make decisions, not because he is inher- 
ently a better man but because he is so 
placed that he can understand and can 
act (8) The outsider is necessarilv igno- 
rant, usually irrelevant and often med 
dlesome, because he is trying to navigate 
the ship from dry land (9) That is why 
excellent automobile manufacturers,* lit- 
erary critics and scientists often talk 
such nonsense about politics (10) 
Then congenital excellence, if it exists, 
reveals itself only in their own activity 
(II) The aristocratic theorists work from 
die fallacy of supposing that a suffiaently 
excellent square peg will also fit a round 
hole (12) In short, like the democratic 
theorists, they miss the essence of the 
matter, which is, that competence exists 
only in relation to function, that men 
are not good, but good for something, 
that men cannot be educated, but only 
educated for something — Walter Lipp- 
MANN, The Phantom Public, pp 149-50 
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Suggests continuation from a pre- 
ceding paragraph 

Subject of 1 repeated 


Pronoun, referring to critics t 
subject of 1 and 2 

Pronoun, as in 3 


Fundamental contrasts with stiper^ 
ficial of 4, difference repeated 
from 3 

Pronoun Their refers to insidcis 
(, nd outsiders 
Insidei repeated 


Outsidei repeated from 5, (con- 
trasting with insider m 7 

Pronoun That, summarizing 
idea of 8 

Pronoun Their, referring to the 
subjects of talk, in 9 

Atistocratic theorists echoes antes 
of first sentences, excellent echoes 
excellence of 10 

In short connective 
Pronoun they, referring to theo- 
lists of 1 1 , democratic theoiists 
contrasting with aristocratic 
A firm, emphatic final sentence, 
topic sentence and goal of the 
preceding statements 



It would be impossible to begin reading this paragraph at any sentence 
without feeling that something had gone before, something needed 
to get Its full meaning Even at the spots where the connection is 
least close (sentences 5, 7, 11), the sentences definitely mean more 
because of what has preceded. 

One of the most important things to work on in practicing writ- 
ing paragraphs is this connection between statements, trying to find 
natural ways of showing that the thought is continuous. 


4. Transitions between paragraphs » 

This continuity of ideas needs also to be shown from one para- 
graph to another The connection between the parts of the subject, 
the words that lead the reader from one thought to another, are 
called transitions 

One of the most common weaknesses of amateur writing is be- 
ginning a later paragraph as though nothing had been said already, 
instead of building on what has gone before The two following 
paragraphs could have been linked by some expression like “The 
principal advantage that I found in the prep school is that every stu- 
dent gets individual attention ” 

I think that a preparatory school education is better than a high school 
education During the last four years I went to prep school Many times my 
friends would tell me that it was just a waste of time They’d say, “Gosh* 
but you’re missing a lot of fun” or “Don’t be a sucker and spend the best 
tour years of your life in prep school ” 

Individual attention is the mam objective of prep schools Classes are 
limited to ten or twenty students We never had to study in a loom where 
another class was reciting The work is not entirely left to the pupil, as 
regulai study halls are held If one is low in a subject the prof will find time 
to tutor him Tests are corrected and recorrected until every mistake is 
cleared Most fellows coming to college from a prep school know how to 
study This does not mean that they are smarter than anyone else but that 
they have been taught to budget their time 

There are two parts to indicating transitions* one is connecting 
with the topic of the whole paper, the other connecting with the topic 
of the preceding paragraph If it can be done naturally, it is emphatic 
to name or allude to the topic of the article, or at least of a subdivi- 
sion of the article, in the first sentence of each paragraph. In a run 
of SIX paragraphs dealing with the city of Buffalo in the following 
excerpt from Carl Carmer's Listen for a Lonesome Dium, the city is 
named near the beginning of each: 
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Buffalo is a place of contrasts — of big and distinctly different communities 
bound together into a huge blustery city beside the tossing waters of Erie, 
stormiest of the Great Lakes 

And the people in those depths are equally indifferent to the lake shore 
To thousands of its people Buffalo means die golden glow and desperate 
drudgery of a steel furnace, the stuffy interior of a flour mill, . 

The casual wanderer through Buffalo’s residential streets will not walk 
far without coming upon a corner redolent with the smell of beer and 
sauerkraut, cheese and apple dumplings 

Last and most powerful of the groups that make up Buffalo are the rich 
old families living in heavy elegance behind the respectable excesses of the 
scroll saw 

The four chief streams of Buffalo’s population become aware of each other 
only at City Hall and m the downtown business section 

The Irish, the Germans, and the rich old families have kept Buffalo on 
the conservative side politically through most of its later history 
Carl Carmer, Listen for a Lonesome Dium^ pp 43-46 

And of ten paragraphs by Mr Carmer on the city of Rochester, all 
but one name Rochester in the first sentence. 

The connection with the paragraph immediately preceding is easier 
and perhaps more important The purpose is to show the reader that 
the subject is being continued. When paragraphs are short, the signs 
of continuity may not differ essentially from those used between 
sentences There are transitional words and phrases like this or that 
or other words that refer directly to a word or idea at the end of the 
preceding paragraph and transitional expressions like on the contiaiy^ 
another reason^ tn the second place, besides thiSy and other indications 
of thought relationship. Such genuine connectives are more essential 
than the flabby then too or mechanical expressions like TSlow let nc 
turn to or It ts interesting to note . which are symptoms 
that the writer has not sensed the actual relationship between the 
points he is making. 

The sign of transition between paragraphs appears usually at the 
beginning of the following rather than at the end of the preceding 
paragraph Often it is enough to carry over only an essential word 
or two or an idea expressed in slightly different words from the end 
of the preceding paragraphs, as in the passage by Professor Schlichter 
on page 176: 

. . The philosophy of Western Europe asserts that the supreme values arc 

found m the interests of individuals and that institutions exist in order to 
serve individuals 

In this great conflict between two philosophies the trade unions are an 
important ally df the West . . . Thus they [the trade unions] have made a 
major contribution toward implementing the philosophy of the West 
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In the second place, the rise of trade unions and the gradual development 

of a labonstic community opens up to employes great opportunities to 

participate in policy-making both in the plant and in the community 

A little attention to transitions in revision of a paper will make it 
easier for a reader to follow the line of thought. 

5. Beginning paragraphs 

The first few sentences of a paper have a double function they 
must get the subject under way, or at least get definitely started 
toward it, and they should interest the reader enough to make him 
want to read on Herbert Read summarizes their qualities “the first 
words should be either familiar or arresting, and the last should be 
emphatic.” 

Regard for the reader is particularly important in beginnings 
Amateur writers are often tempted to concoct an elaborate “introduc- 
tion” and so postpone the real matter of the paper, or to begin 
routinely (“It is the purpose of this paper to show how to select 
vacation work”), or even to open with an apology They frequently 
begin with a large generalization “On the banks of the great St 
Lawrence waterway are many towns and settlements, some on the 
American side, and some on the Canadian” is so obviously true that 
It does not need saying. And the following sentence, so general in 
Its application that it might begin a paper on almost any social topic, 
actually began one on sharecroppers “All men are endowed by their 
Creator with certain inalienable rights, among which are life, liberty 
and the puisuit of happiness” 

Of course when writing the first draft the important thing usually 
IS to get started and it is unwise to wait until a perfect beginning 
arrives A formalized opening will let the writer get under way, but 
he should realize that one of the chief points of revision is to look 
at his first sentences to see if they really meet the reader It is the 
experience of many writers that their beginning paragraphs are their 
worst and should be simply discarded and the paper begun, as it often 
can be, with the second or third paragraph, or sometimes that a new 
opening must be written. 

The reader’s attention can be picked up by putting first the part 
of the subject that is nearest his concern or by beginning with details 
that have definite human interest. Perhaps the writer can dramatize 
some fact by putting it in acuon, having people say or do some- 
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thing. In the more routine sorts of writing, as in reference articles or 
scientific and scholarly articles, the writer may begin with an ex- 
position of background or with a set quotation or with some general 
statement* 

The psychiatrist’s interest in matters of child training and child rearing 
has come to equal the interest of the professional educator in these matters 
as an inevitable consequence of more available knowledge concerning the 
causes of the various disorders of personality 

That may be a good beginning for an audience that is interested in 
the subject, familiar with its vocabulary, and disposed to listen or 
read — though they too would probably not object to something more 
interesting But such a remote beginning would never win the at- 
tention of a more general or more critical group For these readers 
some specific details, an anecdote, an opinion dramatized — anything 
with human interest — would be more appropriate 

Of the nine informational articles in one issue of The Atlantic 
Monthly (June 1949), four begin with specific narrative Two of 
these are historical and begin with details that place the events to 
be recorded rather than with a generalized summary* 

In the middle of May, 1941, Britain’s fortunes were low For practically 
a year she had been standing all by herself in face of the powerful and 
victorious Axis Powers, Hitler’s forces had conquered Norway, Denmark, 
Holland, Belgium, and France in 1940 Early in 1941 they had overrun 
Yugoslavia and had passed on to the invasion of Greece — Captain Russell 
Grenfell, R N , “The ‘Hood’ and the Bismarck’ The Sinking of the 
‘Hood’ ” 

The winter months of 1820-1821 were spent by Teresa in her father’s 
house in Ravenna — and by Byron m the Palazzo Guiccioli, visiting her 
every day It was a very different Winter from the previous one Then the 
love affair was in its most stormy phase although they were living in the 
same house, their meetings had been uncertain and perilous, their love- 
making frustrated by quarrels and mutual reproaches, and their future 
completely uncertain In public they had still maintained the semi-formal 
relationship of a lady and her cavaliere servente, driving together in Teresa’s 
coach-and-six, and attending the theater and the carnival balls — Iris Origo, 
“ ‘My Only and Last Love’ Byron’s Unpublished Letters to Countess Teresa 
Guiccioh” 

The other two narrative openings show the writers’ relations to their 
subjects The first discusses the question of segregation in college 
fraternities and the second a legal matter, book contracts* 

During the year just past I have found myself deeply concerned with the 
affairs of a group of fine youngsters who, acting from high motives, were 
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unexpecjtedly embi oiled in a major social pioblem Under vicious attack, 
for a timd they weie dismayed and confused, but they came through and, I 
think, won their final trial — Alfred S Romer, “The Color Line in 
Fraternities” 

Some years ago, I was negotiating for the publication rights of a book 
originally owned and published by the Commonwealth of Massachusetts 
The negotiations were tedious, since state property cannot legally be sold or 
leased to an organization operating for private profit At last a way was 
found The governor’s legal adviser turned to me with a patient sigh 
“Well,” he said wearily, “we lawyers are used to this sort of thing ” I 
wasn’t particularly flattered He assumed that I was a lawyer, since he knew 
no more than I about the legal aspects of a book contract No wonder It is a 
very unusual sort of document — Paul Brooks, “What Is a Book Contract'” 

Of the other five, one begins with a quotation, with the actual 
quoted words built into the writer’s sentence rather than coming 
first, and though it does not get specifically to the man who is the 
subject of the article, it prepares for him, and he is named in the 
very next sentence 

The fame of classical authors, said Arnold Bennett, “is originally made, 
and maintained, by a passionate few The one reassuring aspect of the 
literary affair is that the passionate few are passionate about the same 
things ” It was the passionate few who in 1946, twelve years after his death, 
brought into book form, under title of The Little World Waddies, a collec- 
tion of stray stones and verses by Eugene Manlove Rhodes — J Frank 
Dobie, “Gene Rhodes Cowbov Novelist” 

An article on an aspect of income tax law starts with a light 
allusion. 

The Federal statutes rather sober documents, have recently had in them 
something approaching sex appeal The Revenue \ct of 1948, enacted o\er 
the President’s veto bv the much maligned Eightieth Congress, devotes over 
70 per cent of its ponderous phraseology to enumerating new privileges and 
lelaiionships between husband and wife Strangely enough, the inducements 
theie set out for a husband to do nice things for his wife by way of gifts, 
either during his lifetime or at his death, not only are inexpensive, but may 
save rather than cost money — Lynn Lloyd, “The Marital Deduction” 

One, on tidelands, opens with a definition, not the type of defini- 
tion found m a dictionary but one that directs attention into the 
article’s subject* 

A new frontier, one-tenth the size of the United States, and rich in 
petroleum and other natural resources, extends seaward from our shores. 
This frontier, often called the tidelands, is that part of the continental shelf 
covered by the comparatively shallow waters of the. Gulf of Mexico and the 
Atlantic and Pacific oceans — Robert E Hardvvkke, “The Tidelands 
and Oil” 
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Two others arc in terms of people, the first enumerating the topics 
to be treated, a little like a newspaper lead, and the second giving a 
summary statement that has the effect of drawing the readers into the 
article by the repeated phrase “like adults.” 

As the pressure on Eastern trout streams grows heavier year by year, 
more and more fishermen are discovering the Rocky Mountains They are 
learning that in the Rockies they can find a vastly greater number and 
variety of streams than they can find at home, less brush and fewer insect 
pests, a longer fishing season with more and larger trout, less pollution, 
fewer posted and privately leased waters, more exciting scenery and pleasant 
weather — John Hodgdon Bradley, “Fishing in the Rockies** 

It IS very seldom that a child before the court comes from a good home 
where the parents are living happily together in a district devoid of slums 
and with adequate open space for play There always has been juvenile 
delinquency and there probably always will be, for there are children who, 
like adults, are weak-willed and have not enough strength to resist tempta- 
tion, and there are children who, like adults, arc unhappy — Basil Henriques, 
“Britain’s Young Offenders” 

The openings of these articles suggest that it is possible and effec- 
tive to begin directly with some part of the material that is to be 
presented and that instead of leading up to the subject it should be 
started at once, and started as interestingly as possible. The reader 
who finds himself in the very first sentence in a definite time and 
place very often will be led to read on Considering the prospective 
audience in beginning to write is as important when writing a theme 
as when writing an article, and paying attention to the opening sen- 
tences will help remove the impression that so many themes give of 
being written in a void 


6. Concluding paragraphs 

The last paragraph of a paper, like the beginning paragraph, has 
a double function: It rounds out the subject that has been discussed, 
and It represents a final emphasis If it is rightly done it will leave 
the reader with exactly the impression the writer wishes him to carry 
away. It should also sound like a last paragraph, that is, by its sub- 
ject matter and its style it should satisfy a reader’s sense of having 
reached the end The style should be distinctive to leave a good 
impression. 

There are no rules for making a satisfying conclusion, but some 
typical problems and practices follow: 
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6a. Unemphatic conclusions. There are two types of ending 
that are usually unsatisfactory (1) A concluding paragraph made 
up of minor details or references to other matters that could be but 
are not discussed in this particular paper is usually unemphatic It 
sends the reader’s mind off in other directions instead of concentrat- 
ing It on what has been said, as does this ending of a theme on pitch- 
ing when It suddenly turns to a generalization about the other mem- 
bers of a baseball team: 

Baseball is one of America’s favorite sports, and to spend an afternoon at 
the Yankee Stadium or Polo Grounds, watching two great pitchers battling 
for a victory, attracts thousands of fans What I have said about pitching 
gives you an idea as to what a pitcher must keep in his mind while out 
there on the mound, or as a substitute on the bench There are eight other 
players on the team besides the pitcher and the same can be written about 
each individual player and his position 

It IS true that every subject suggests others and is in some way related 
to others, and sometimes this relation should be indicated But if 
It IS, or if incidental matters are referred to, they should be thrown 
in earlier in the paf^er, not allowed to blur the final emphasis (2) An 
apology as a conclusion also weakens the effect, or attempted cuteness 
may let a paper die away when it should end strongly 

All in dl, Mike was not an unusual character Just a plain citizen who 
had had more than his share of bad luck After two beers we left the inn 
Today is the first time I’ve thought of old Mike I don’t know wh> he 
should have been recalled to my memory now Maybe it’s spring, weather, 
or something else I really don’t know 

Often a writer feels quite properly that his subject needs a better 
treatment than he can give it; sometimes he needs to explain why 
the treatment is limited in some way But the place for such qualifica- 
tions IS early in the paper (though not at the beginning, because there 
It would make a weak start). If such explanations are made early 
and briefly, the ending can then represent the best the writer is 
capable of and form a vigorous conclusion 

6b. Typical endings. (1) Summary A mechanical summary of 
what has been said is rarely needed in a short paper, and such bald 
statements as “In this paper I have shown that ...” are inappro- 
priate to an informal paper If the material has been very complex 
or in some way difficult to follow, a summary is sometimes nec- 
essary. A summary is more in keeping with a formal paper, especially 
if the stages by which the ideas have been presented have not been 
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closely related. Even a summary should end with the particular em- 
phasis the writer intends. 

This last paiagraph from an article on Thoreau’s reputation sum- 
marizes points already made and then ends strongly on the idea of 
chief concern to the writer 

I have been trying to account for Thoreau’s growing fame in the modern 
world and have brought forward four suggestions that the modern emphasis 
upon efficient writing has resulted in a new appreciation of his “vigorous 
and pithy” prose, that the compensatory need of nature in a nation of 
city-dwellers has led to the discovery of his matchless colloquies with nature, 
that many readers, pinched by economic depression, have found wholesome 
lessons in his philosophy of economy, and that those who oppose the 
authoritarian state have been fortified by his insistence upon the rights and 
responsibilities of the individual citizen But whatever the reasons — whether 
these or some others — the increasing prestige of Thoreau in recent years is a 
fact, which, according to my way of thinking, is a hopeful sign, for his 
doctrines, if sufficiently rooted in the America he loved, will help us to 
preserve the integrity of our own minds ” — Randall Stewart, “The Giowth 
of Thoreau's Reputation,” College English, Jan 1946, 7 214 

2) Suggestions for action If the article has been a criticism of 
some thing or situation and is especially intended to lead to some 
action by the reader, the last paragraph should suggest what the 
action is and in so far as possible how it is to be carried out “Some- 
thing ought to be done about it” is too weak to be worth saying 
Often the effect aimed tor is in thought rather than in action For 
this, questions that suggest genuine answers may be useful, or a sug- 
gestion for action, as in this chapter ending in a book on relations 
between races 

To avoid crippling disillusionments, steps taken to improve race relations 
have to be made in the full knowledge that some Negro Americans and 
some white Americans are not ready for them At the same time that we 
open jobs to Negroes that have not been held by Negroes before, and 
neighborhoods to Negroes where they have not lived before, we will have 
to be providing the education which will make them equal to their new 
responsibilities Simultaneously, we will have to educate white people the 
way the canteen educated them — by laboratory demonstrations that inter- 
racial projects will not only work, but will free the white people who 
participate in them of a very considerable burden of guilt 

We will, to sum up, have to do many things at once This is neither so 
novel nor so frightening a prospect as may at first be imagined Any woman 
who keeps house can testify that the moment the doorbell rings is almost 
always the precise, identical segment of time when the iice boils over and 
the baby falls downstairs There is nothing especially new to human experi- 
ence in having to take care of everything at once Wives and mothers and 
Henry J Kaiser do it all the umc. It is often, as a matter of fact, referred to 
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with pride as The American Tradition “The difficult wc do right away 
The impossible takes a little bit longer “ — Margaret Halsey, Co/or Blind, 
pp 147-48 

3) Rounding out the idea. In planning a paper a writer usually 
puts as his last topic the most important or most revealing of his 
various points If this last topic has been rightly chosen, a direct 
statement of it will make a satisfying ending 

Articles that are primarily series of facts or incidents can be con- 
cluded by a distinctive incident, as in this informal account of hockey 
as a sport 

Not all the spirit is taken out m “fierce fun” of this sort The game is 
spotted with almost legendary feats of play in emergencies Perhaps the 
most famous of these occurred during the Stanley Cup series of 1928 This 
is a three-out-of-five-game play-off between the leaders at a season’s close — 
the world series of hockey The New York Rangers had lost the first game 
and were battling to save the second Suddenly, in the opening period, their 
goalie was struck down by a puck over the eye He couldn’t continue 
Good goalies arc so rare no team can afford to carry spares There was a 
long delay The Rangers, apparently, were through 

Then a gray-haired man appeared on the ice with the huge goal pads and 
gloves on The galleries were silent a moment, then burst into spontaneous 
applause at the gallant gesture Les Patrick, out of the game since 1921 and 
even in his playing days not a goalie, was skating into the Ranger nets He 
was the Rangers’ manager But he was going in The crowd applauded the 
spirit and sat back to await the massacre It never came Playing with a 
cold frenzy, Patrick turned back the attack of one of the greatest teams in 
the game and the Rangers won 2 to 1 For the third game they got another 
goalie and went on to win the series That stand of the gray-haired Patrick 
IS one of the game’s legends now — Robert F Kelley, “For a Fierce Game, 
There’s Hockey,’’ The New Yorl^ Ttme^ Magazine, Feb 27, 1938 

The writer of this conclusion of a book states in a more formal 
style the idea that he wishes the reader to carry away and carefully 
focuses attention on what are to him the two most important words — 
“courage and magnanimity”. 

Before the vast magnitude of the tasks ahead, man’s spirit has for the 
moment faltered and his vision contracted The public mood is apprehensive 
where it should be bold, and defensive where broad and generous policy is 
most required Everywhere men fly to new tariffs and restrictions, to nation- 
alist policies, domestic currencies, parochial purchasing and personal hoard- 
ing — like frightened rabbits each scurrying to his own burrow Surely it is 
for the moment only Which country of us has not, but a few years since, 
shown the resources we now require of courage, of personal devotion, of 
industrial and financial leadership, of public direction, in a need no greater 
and in a cause less worthy? We are, if we could bu,t grapple with our fate, 
the most fortunate of the generations of men. In a single lifeume science 
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has given us more power over nature, and extended turther the range ot 
vision of the exploring mind, than in all recorded history Now, and now 
only, our material resources, technical knowledge, and industrial skill, are 
enough to afford to every man of the world’s teeming population physical 
comfort, adequate leisure, and access to everything in our rich heritage of 
civilization that he has the personal quality to enjoy We need but the 
regulative wisdom to control our specialized activities and the thrusting 
energy of sectional and selfish interests To face the troubles that beset us, 
this apprehensive and defensive world needs now above all the qualities it 
seems for the moment to have abandoned — courage and magnanimity — 
Sir Arthur Salter, Recovet y — The Second Effort Copyright, 1932, by the 
Century Co By permission of Appleton-Century-Crofts, Inc 

This comment on political attitudes is informal but comes to an 
emphatic last statement that represents the writers mam point: 

It IS no fun to be a political anemic We believe in technocratic doctrine — 
feel that it is sound and that steps will have to be taken We deplore a system 
which tends to elevate a few persons and degrade many Yet, so fickle is 
the human animal, we find ourselves deriving an unwonted pleasure from 
signs of better times, that’s how we know we are useless to reform move- 
ments A reformer of any stamina hates recovery — he is happiest during a 
depression, knowing that only when great numbers of people are miserable 
is there any possibility of Change We know it, too, but when we walk 
out in the cool of the afternoon and see shopkeepers sprucing up and stores 
looking busy and people sitting in cafes and having a good time, believe 
us It takes all our strength not to feel good about it, for we have very little 
capacity for sustained dismality We’re not defending our temperament, 
merely pointing out a paradox that Utopia’s best friends are its worst 
enemies — “Utopia’s Friends,’’ The New Yorl^er, May 25, 1935 

6c. Style. The style of the final paragraph, as these examples have 
shown, IS of special importance because it contributes conspicuously 
to the tone, whether it is a tone of humor, simple directness, encour- 
agement, impressiveness, or some other. This means that the last 
paragraph should be especially scrutinized in revision to take out 
empty phrases, false phrases, and anything that might detract from 
the intended effect It means also that the phrasing may need to be 
intensified slightly, that the words should be meaningful and, when 
possible, suggestive In short, the ending should be as well expressed 
as you can make it, and the last sentence, the last phrase, should 
if possible be both exact and happy. 


Suggested study and writing 

The exercises in this chapter emphasize the material and the writ- 
ing of paragraphs. The first two exercises may be used for indi- 
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vidual discussion with the instructor, exercises 3, 4, and 5 for class- 
room discussion; and 6, 7, and 8 for written assignments 

1 . Make a study of the material and the paragraph structure of 
your recent papers. Take notes on the following points 

a) With what kind of material do you feel that you do your best 
writing ^ 

b) To what extent does the material seem to be chiefly general- 
izations and opinions, or facts and illustrative details'^ 

c) What comments have been made on your papers about your 
use of specific details? 

d) Count the number of words in each paragraph and the number 
of paragraphs m each paper Compare the length of your paragraphs 
with the length of those listed in the table on page 183. How do your 
paragraphs compare in length and number with the average in your 
classroom ? 

e) See § 2d, “Revising,” page 189 To which of the four points 
in revision do you feel that you need to pay particular attention? 

2. Prepare an outline for your next paper, framing a topic sen- 
tence for each paragraph you intend to use Fill in as completely as 
possible the details for each general idea When you have written 
the final draft, compare its organization with your outline and com- 
ment briefly on any significant changes you have found necessary to 
make 

3. With what kind of material does each of the following para- 
graphs chiefly deal? Point out by means of the line numbers the topic 
sentence or sentences of each paragraph, and trace the movement of 
the writer’s thought, dividing it where you can into steps. What 
specific words or phrases in each paragraph are used for transition or 
to express the relationship between ideas ? Is the last sentence of each 
paragraph clearly related to the topic sentence or to the paragraph 
as a whole? 

1 1 Our heroes are not the Carnegies or the Morgans but the intellectuals — 

2 the atomic scientists, the cultural historians, the writers, the commentators, 

3 the thinkers of global thoughts who, we assume for lack of another faith, 

4 know better than anyone else how we should cope with what we call with 

5 new resonance our national destiny What we want are oracles, and the 

6 best substitutes we can find are the intellectuals Einstein makes headlines as 

7 Millikan never did Toynbee's popularity is to be reckoned with as Spengler's 

8 never was Even Calvert whiskey has selected as Men of Distinction more 

0 artists, architects, writers and commentators than it has industrialists or 

10 finanaers What we arc headed for is a sort of social structure m which the 

u highbrows are the elite, the middlebrows are the bourgeoisie, and the low- 
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19 brows arc hot pollot — Russell Lynes, “Highbrow, Lowbrow, Middlebrow,” 
Harper's Magazine, Feb 1949 

1 2, The defects of the present content and outlook of humanistic education 

9 as a preparation for leadership in a democratic society may all be summed 
sup in the single statement that knowledge is encouraged as a means to 
i more knowledge instead of being a means to action. The only part of the 
6 educational curriculum which makes demands on ability to do in contra- 

6 distinction to faahty of expression is experimental science So individuals 

7 with conspicuous executive capacity, / e , ability to do as opposed to ability 

8 to dispute, are attracted to the natural sciences Since neither natural science 

0 nor any form of manual craftsmanship are obligatory, nothing is done to de- 

10 velop general competence in those who elect a course of social studies because 
u they lack constructive aptitude The machinery of educational selection there- 
19 fore operates to recruit the nation’s statesmen from those who can talk glibly, 
18 wntc elegantly and argue forcibly without the capacity to act competently 

14 When the need for action is urgent, they can only continue to talk glibly, 

15 write elegantly and argue forcibly If democracy can produce only leaders 
18 who can talk it is doomed, and we can only hope to preserve it by a policy 
IT of educational selection which favors competence more than fluency — 

Lancelot Hogben, Retreat From Reason, p 11 

1 3 The standard portrayal m fiction of the truck driver as a stupid fel- 

9 low, a roughneck, or a homely philosopher is perhaps as inaccurate a job 
8 of type casting as has occurred in American letters It is no less so than the 
4 literary stencils that represent all cabdnvers as witty and observant, all bus 
s drivers as surly, all bartenders as patient, all barbers as talkative, and all 
« paperhangers as drunk In reality, these characters, stock on the national 

7 scene, often don’t shake out that way I got to thinking the other night 

8 about the false impression the term “truck driver” has come to give while 
9 1 was sitting in Lafie Heishman’s truck stop, outside Harrisburg, a few 

10 miles off the Pennsylvania Turnpike, which is the main truck route between 
u the East Coast and the Middle West At that time, I had just completed 

09 about two-thirds of a fairly sleepless forty-four hour journey by truck, and I 
18 was of the opinion that over-the-road drivers, as the fellows who pilot the 

14 big loads from city to city are called, are, by and large, as competent and 

15 intelligent a group of skilled workers as one could find anywhere, and, too, 
18 that they arc the most courteous drivers on the road. I still feel that way 
17 about them. — Mark Murphy, “Over the Road, Legal,” The New Yorf^er, 

Nov 19, 1949 

1 4 The main street was by now empty today nothing more would happen 

9 Before noon the housewives had swarmed, so completely, whitely, stripping 
8 the shops that one might ask oneself why these remained open A scale or 
4 two adhered to the fishmonger’s marble slab, the pastrycook’s glass shelves 
8 showed a range of interesting crumbs, the fruiterer filled a long-standing 
8 void with fans of cardboard bananas and a “Dig for Victory” placard, the 

7 greengrocer’s crates had been emptied of all but earth by those who had 

8 somehow failed to dig hard enough The butcher flaunted unknown joints 
• of purplish meat in the confidence that these could not now be bought, the 
M dairy restricted itself to a chma cow, the grocer, with costless courage, kept 

11 intact his stocks of dummy cartons and Uns In the confectioner’s windows 
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M the ribbons bleached on dummy boxes of chocolate among flyblown cut-outs 
i» of pre-war blondes Newsagents without newspapers gave out in angry red 
14 chalk that they had no matches, either Pasted inside a telephone l^th, a 

14 notice asked one to telephone much less — ^Elizabeth Bowen, The Heat of 
the Day, p 78 

I 5. We are inclined to look upon ourselves as the products of a growth 
a from within, upon the unfolding of our personality as something that would 
4 have been the same upon Crusoe’s manless island as it has been in the par- 
4 ticular social environment of which we are a part No belief could be more 
« erroneous The ideas that guide our lives and make us what we are have 
eall been thrust upon us from without Whether our oudook and attitudes, 

7 our manners and beliefs and pre|udices shall be those of Australian abo- 

9 rigines, of anaent Romans or of twentieth century Americans depends not 
• on ourselves but on the social environment into which we happen to have 

10 been born Had there been no social environment, had we been shut off from 

II earliest infancy from all human intercourse, we would have had neither 

15 outlook and manners, nor beliefs and prejudices, but would instead have 
14 been just a part of the animal creation around us, set off solely by the greater 
14 cunning of our brain It is through society that we became what we are, 

16 through society that we became human — J ohn A Udmark, The Road We 
Have Covered^ p 43 

4. The following passage was written in eight paragraphs. After 
you have read it, write down the numbers of the sentences that seem 
to you to begin new paragraphs. You may have more or less than 
eight paragraphs, but be prepared to give reasons for the divisions 
you have made. 

(1) As I walked out of the building two women ran up to me (2) “Oh, 
Mrs Lindbergh,” said one, “the women of America are so anxious to know 
about your clothes ” (3) “And I,” said the other, “want to write a little 
article about your housekeeping in the ship (4) Where do you put the 
lunch boxes?” (5) I felt depressed, as I generally do when women reporters 
ask me conventionally feminine questions (6) I feel as they must feel when 
they are given those questions to ask (7) I feel slightly insulted (8) Over 
in the corner my husband is being asked vital masculine questions, clean-cut 
steely technicalities or broad abstractions (9) But I am asked about clothes 
and lunch boxes (10) I turned to look at the plane (11) Perched on 
top of the big pontoons, it seemed small and dainty (12) They were rolling 
It down the pier. (13) I thought of all the emergency equipment for North 
and South, land and water, all parts of the world, packed into that httle 
space (14) I thought ot the two of us, ready to go in it anywhere, and I 
had a sense of our self-contained insularity (15) Islands feel like this, I 
am sure, and walled cities, and sometimes men (16) It was ready now, 
we could get in. (17) “No, thank you, I don’t need a ladder to climb up ” 
(18) A mechanic was just clambering out of my cockpit (19) I had a 
moment to wait and watch the crowd (20) A radio announcer was speaking 
into his microphone (21) “Mrs. Lindbergh,” he started smoothly, with a 
glance at me, “is wearing a leather flying helmet and a leather coat, and 
high leather flying boots.” (22) “Why^” I thought blankly, looking down 
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nonsense! (24) It was much too hot to wear leather (25) The sun beat 
down on my bare head and sticky cotton blouse, the hot planks of the pier 
burned through my thin rubber sneakers (26) What had made him say 
that, I wondered (27) Oh, of course, it isn’t the conventional flying cos- 
tume. (28) They have to say that I am dressed in leather (29) I see, you 
needn't bother to tell me again, I thought, looking at the announcer. (30) I 
know, “The Great Radio Public must not be disappointed!** (31) The 
spray sluiced over the windshield as we started to take off — faster now — we 
were up on the step — we were trying to get off the water (32) I held my 
breath after each pounding spank as the pontoons skipped along from wave 
to wave (33) Weighed down with its heavy test load of fuel, the plane felt 
clumsy, like a duck with clipped wings (34) It met the coming wave 
quivering with each effort to rise (35) Now the spanks were closer to- 
gether — quick, sharp jolts (36) I put my hand on the receiving set. 
(37) It was shaking violently (38) Suddenly all vibration smoothed out 
(39) Effortlessly we rose w e were off, a long curve upward — Anne Morrow 
Lindbergh, Notth to the Onent, pp 38-41 

5 * Each of the following paragraphs or groups of paragraphs from 
student papers is unsatisfactory in one or more ways: interrupted 
movement, poor transition, change of direction, lack of focus, unem- 
phatic beginning, weak ending, or failure to group separate ideas 
together (over-paragraphing) Be ready to discuss in class the flaws in 
the organization of each paragraph, and to give your suggestions for 
improving the paragraphs 

I The Psychological Effect of Movies on the Pcnonality of Youth 

The motion picture has a definite effect upon the attitudes, behavior, and 
prejudices of children and young people The movies that children and 
youths see give them new patterns for methods of committing crimes 
However, that movies cause delinquency has not been proven, or that they 
are even a contributing factor cannot be truthfully stated Nevertheless, 
young men and boys have been found on occasions to use ideas and 
techniques seen in movies These boysf were susceptible to crime and in their 
own criminal actions idealized themselves imaginatively as possessing the 
attractiveness of the gangster movie hero 
Several tests have been made to see the effect the movies have upon the 
prejudices of youth by measuring the attitudes they have toward Jews after 
seeing “Gentleman’s Agreement ” 

We are all familiar with the arguments that some give against movies, 
stating that young people who see undesirable actions on the screen will do 
the same things in their own lives Some parents blame the movies for 
causing changes in the behavior of their children In many cases children 
doubtlessly do follow the examples set by movies, but we cannot explain all 
child problems in such a simple manner 
The cinema does strongly effect child behavior but it is unwarranted to 
describe such entertainment as completely negative Even though the 
motion picture’s influence is not always great, there are certain circum- 
stances in which movies contribute tremendously to conduct 
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2 Education for Traffic Safety 

Safety is one of the biggest community projects under way at the present 
time. Education has taken upon itself to teach the youth of America to be 
careful and, in some cities, how to handle cars Town meetings bring in 
speakers to talk on the subject and cultivate the true meaning of care on 
the highway Safety posters are tacked to every other tree in town with the 
captions “Drive Carefully,’* “Not Over 50,” “Obey Traffic Signals,” and 
so on One week a year is set aside as Safety Week, and drives are put on 
by the schools and town officials to create safety in the home and on the 
street In the other 51 weeks we make up for the damage we didn’t ilo 
during that “sacred” week Automobile manufacturers come out with the 
new safety devices and convince the public they are put on the car for the 
safety of the passengers Yet they make cars that will travel 65, 75, and 80 
miles an hour With all these safety precautions there still remains the fact 
that over 40,000 lives are snuffed out each year through automobile acci- 
dents, and the injured figure climbs up into the millions 

3 Pio Football in Colh^t 

The subject I have chosen to write on is professionalism in college sports 
There has been a good deal said about the methods employed by colleges to 
acquire good football material Every fan knows that collegiate sports are 
supposed to be amateur sports and that the plavers are participating because 
they love the sport and not for the love of money 

According to national collegiate football rules, a college cannot pay a 
student solely for his athletic ability The breaking of this rule results in the 
suspension of the college’s amateur status As you know, the college is then 
considered professional and is not allowed to compete with other schools 
Also, once a person has turned profession d, he can never regain his 
amateur status 

If a college could pay its football players, the team with the most money 
would be the best In my opinion, this is defeating the purpose of school spirit 
and the idea of playing “for the fun of it ” The larger institutions have 
found a way around the rule and are causing quite a controversy among 
the public and the sportswnters Some colleges arc finding small part-time 
jobs for the football players The jobs are located on the campus and pay 
unusually large salaries Many institutions offer free room and board to 
their football players Naturally, the player chooses the school offering him 
the most and he becomes a “pro” football player The only way to stop 
this is to banish all ways of paying the athlete Many attempts have been 
made to do this, the best being the method of fining the guilty schools 
This has not proved loo satisfactory, for the school with the most money 
would still have the best team 

“Pro college football” is a delicate subject and it is going to take drastic 
action to abolish it Let us hope action will be taken soon 

4 Adjustments in College Life 

The average freshman upon entering college is faced with many personal 
adjustments Probably for the first time in his life he finds that he has 
responsibilities I know that I, for one, had to make these adjustments and 
face these responsibilities Also I think that a laige number of the upper 
class students have to face the problem, to a lesser extent, of organising 
themselves again for the new college year 
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My personal feeling about this change is the ease with which it is 
accomplished 

After three months of golf, sleeping, traveling and complete freedom I 
find it practically no hardship whatsoever to step back into the simple routine 
of college life I no longer have that restless feeling that accompanies aim- 
less living I have found in these first few days that it is just this simple 
routine that I missed so much during the vacation 
Eating and sleeping somewhat regularly as compared with summer living 
is certainly a happy and healthful adjustment 
Classes and outside preparation do have their disadvantages but the satis- 
faction of getting something accomplished and the prospect of a few extra 
qualificaUons is ample reward 

Looking now into the future is also equally pleasant as it was this summer 
Overlooking classes, a golf game next Sunday afternoon is more anxiously 
awaited than an ordinary golf game In the same way that date at Skidmore 
will be worth two at home, and an occasional bull-session with friends in 
somebody’s room can't be topped 

6 . Read the opening paragraphs of the nonfiction articles in one 
issue of The Atlantic Monthly y Harper's Magazine y The Saturday 
Evening Posty or any other periodicals suggested by your instructor. 
Copy the paragraph you consider to be the most effective introduc- 
tion and give specific reasons for your choice. Describe the kind of 
material used (see the classification on pages 196-198) and tell why 
the paragraph would be likely to capture a reader's interest. 

7 . Prepare a report on the length of paragraphs in three different 
types of reading material in the textbooks used in your various 
courses; in fiction and factual articles in popular magazines or maga- 
zines of restricted circulation, and in the different sections of your 
local newspaper. What conclusions can you draw about the relation 
of paragraph length to material, type of audience, and case of com- 
prehension ? 

8 . Write three or four paragraphs comparing or contrasting any 
one of the following ideas, or similar ones suggested by your in- 
structor. Use as many details and illustrations as you can to support 
your generalizations or conclusions. 

The radio and the newspaper as sources of news 
Speech courses and composition courses as required subjects 
Sportsmanship in tennis and sportsmanship m baseball 
Campus politics and national politics 

The attitude of children and the attitude of adults toward the comics 

Misspelling words and mispronouncing words 

Women’s hats and men’s neckties 

Writing papers m class and writing papers at home 

The working girl in the movies and the working girl in actual life 
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CHAPTER 


Kinds and qualities 
of paragraphs 


TOPICS OF THE CHAPTER 

1. Kinds of paragraph 
development 
la Narrative 
paragraphs 
lb. Descriptive 
paragraphs 
Ic Association 
paragraphs 
Id Support 
paragraphs 


le Climax 
paragraphs 

2. Qualities of paragraphs 

2a Development 
2b Movement 
2c Continuity 
2d Emphasis 

3. Analyzing paragraphs 


A paragraph ts to a sentence what a sentence is to 
a word — Barrett Wendell 

But the first thing to remember ts that the division 
{into paragraphs] is for the benefit of the reader 
or hearer. It is a device for mal{ing the whole 
clear to someone else This does not in the least 
ma\e the process less valuable to the writer; it 
merely forces upon him the right point of view. 
A division IS good in proportion as it helps a 
hearer or reader to follow — Charles Sears Baldwin 

Is It possible that writers are forgetting what to 
as/^ of their paragraphs? . . . We must get sturdi- 
ness from somewhere — must, see\ some hind of 
physical muscle and its mental counterpart . — 
Kenneth Burke 




SUGGESTIONS FOR USING THE CHAPTER: This chapter develops Other 
points about paragraphs and could follow Chapter 7 immediately , oi might 
better be postponed, perhaps to a second term, to avoid prolonging a single 
subject unduly Analysts is lively to be most useful as a means to further 
pi ogress after some degree of sl{tll has been acquired. 


T here is an old saying that anyone who can write a good para- 
graph can write a good paper There is a good deal of truth in 
this because the kinds of movement found in paragraphs are 
also found in whole stories, articles, and books, and the qualities of a 
piece of writing can be seen in its component parts A study of 
paragraphs is almost a study of composition 

Of course when a person is writing, he is thinking of what he is 
saying rather than of the form m which he is saying it He is not 
interested then in describing the kinds of sentences or paragraphs he 
is putting on paper. But for purposes of study it is useful once in a 
while to analyze what he has done and see if there are some ways 
in which he can improve or see what his desirable traits are that he 
can intensify The analysis is somewhat arbitrary, since continuous 
communication is the important thing, but without analysis we can- 
not describe or discuss our writing in any detail. 

1. Kinds of paragraph development 

Paragraphs can be classified in various ways, but perhaps the 
most useful is according to the movement of the thought, the general 
relationship that exists between the statements The kinds of para- 
graphs are often found in combination, though one kind is usually 
dominant. 

la. Narrative paragraphs. Probably the most common, and 
certainly the easiest, movement in speaking and writing is chrono- 
logical, the time movement of narratives of real or imagined events 
In conversation we give accounts of what I did, Vv^hat we did, what 
they did; and we write accounts of personal experiences, auto- 
biographies, biographies, explanations of how things are done, proc- 
esses, and so on; or we may write fiction — short stories and novels. 
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RELATED SECTIONS OF THE BOOKt 

Chapter 1, The Activity of Writing 
Chapter 7, Wilting Pai agraphs 
Chapter 10, Qualities of Sentences 
Chapter 12, Qualities of Words 


^Conversation 

^Emphasis 

*Style 


1) The time relation The connection between statements in a 
narrative paragraph is usually simple. Time controls One detail 
appears after another as they happened m time or as they are im- 
agined to have happened The verbs usually carry this movement, 
and the continuity is made stronger by the continuation of the same 
subject from one sentence to another The time may be emphasized 
and made more obvious by adverbs — then, after this, before, soon, 
when, in a few days — or by adverbial clauses When he got to the 
corner . After the last dance 

Indicating the verbs and adverbs of time in this opening para- 
graph of a short story shows how large a part time and action play 
in narrative* 

Elizabeth Montgomery wo\e up in the morning wondering whether or 
not she was engaged She had been out with Bob McEwen the night before 
and at the end there had been some spontaneous and apparently serious 
love-making That is, she hpew she must have felt pretty serious about it 
because this morning she couldn*t remember where she had put her gloves 
And now he had left for Chicago for a few days and he had promised to 
write — Sally Benson, People Are Fascinating, p 27 

Since narrative is usually of events that have happened or of a 
story that is told as though it had happened, it is usually written in 
the past tense. Occasionally for liveliness, especially when the passage 
records vivid feelings or vivid sense impressions, the present tense is 
used This “historical present” is used by D. H. Lawrence in de- 
scribing the bustle (note the verbs) and the sensations of his leav- 
ing Palermo* 

Our ship IS hooting for all she’s worth. An important last-minuter comes 
surging up. The rope hawsers are being wound clankily in. Seagulls — 
they are never very many in the Mediterranean — ^seagulls whirl like a few 
flakes of snow in the upper chill air Clouds spin. And without knowing it 
we arc evaporating away from the shore, from our mooring, between the 
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gpeat City of Trieste and another big black steamer that lies like a wall . . . 
Slowly, slowly we turn round and as the ship turns, our hearts turn 
Palermo fades from our consciousness, the Naples boat, the disembaiking 
crowds, the rattling carnages to the land, all fades from our heart We see 
only the open gap of the harbour entrance, and the level, pale-grey void of 
the sea beyond There are wisps of gleamy light — out there — D H 
Lawrence, Sea and Sardinia, p 41 

As a rule the past tense should be used unless there is some definite 
reason for using the present, and meaningless changes in tense should 
be avoided. 

Narrative paragraphs, whether of fact or fiction, are the easiest of 
the mam types The chief difficulties are lack of detail, unnecessary 
intrusion of general statements or interpretations that interrupt the 
narrative, or a change in point of view 

Lack of detail is fatal, because it is only by means of the small 
particular actions that we see what is going on A boy who had told 
elaborately of preparations for a particular baseball game ended his 
paper with this paragraph, which gives a reader no clue at all to 
what really happened 

The game itself did not prove to be an exceptional one I know that I, 
foi one, played in better games that summer and I might add I also played 
better games as an individual Even so, it will be a very long time before I 
forget this great experience 

The reader wonders why the game will be so hard to forget. 

As a rule the narrative should run continuously without being 
interrupted by comment or interpretation. If the comment is un- 
avoidable It should be kept brief and so far as possible be done in terms 
of the narrative (For example, m the Hemingway passage, quoted 
on pages 214-215, the sentence of. explanation “Animals on a plain 
can see so far that they have confidence and feed very differently 
from animals in the woods” is closely related to the scene being de- 
scribed ) The following paragraph has a crude interruption, here 
set inside brackets- 

It was the seventh of August, 1940 My friend and I were hitching from 
one of the towns in the northern part of the state Unlike most adventurers I 
did not notice the sky nor did I feel the impending danger [I guess I 
don’t make a very good hero Now I must get back to my story ] After 
waiting a few minutes we were picked up by two men in an old Chevvie 

Change in point of view is generally unconvincing and distract- 
ing. Usually a paragraph of narrative should keep the same point 
of view, not shift from one actor or group of actors to another, as 
the following paragraph does* 
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The four of us went in, laughing and pushing each other aiound We sat 
in a booth in the back cornci and noisily ordered our drinks [Shift ] The 
bartender thought that he would be in for some trouble before long He 
began to be very busy but kept throwing an eye in our direction [Return 
to oiiginal point of view 1 We kept up our racket and ai ranged for Eppic 
and Lew to stage a friendly little scrap 

2) Typfs of NARRAiivF 1 here are three sorts of narrative move- 
ment, classified according to how close the reader is brought to the 
events being presented 

The least common is genet ah zed narrative, lepeated or typical 
actions sometimes used to give a notion of typical events or to char- 
acterize people or their soit of life by telling what they usually did. 
The verbs are often foimed with used to or would 

“Bluebells, cockleshells, csic, ivy over,” the children’s voices would begin 
in ihc morning on the path, which ran the length of the block and back 
These were the skipping-rope lumpers, and “Your mother, my mother, live 
leioss the way'” they would sing, skipping out the rhythm of it as they 
Lame They and the M P s and the Indians would pass through the I G 
Fat ben official’s living room ind mount the stairs to where Fife’s mother 
sat, and they would lean then tanned aims and place their skipping ropes 
uid their handcuffs on the papers scattered on the table by the bed, and her 
lingers would come to a hilt on the typewriter keys “Why is half of the 
iihlxiii black and the other halt red^ ’ Rosemary, or Linda, oi Joan, might 
isk, and Fife would know the insw'ei 

“The red is to write the evening things with,” he would say, ‘and the 
black IS to write the oidinaiv things, like — you know, ‘Once upon a time* 
OI So the next day ’ ” 

‘Go to the end of the line, so we can hear the bell ring,” the M Ps oi the 
Indians might plead, oi they might ask for the carbon paper that was too 
woin to use any more — K'V\ Bov it, “Fife’s House Iht \Uu' Yotf{et, 
Oct 15, 1949 Reprinted by pei mission Copr 1949, The New Yorker 
M igazine, Inc 

Summarized narrative gives a condensed account of specific acts 
or events The reader does not “see” the action going on but is told 
what happened This is the characteristic movement of biography 
and history and of personal nairative In his autobiography, Lincoln 
StefTens tells that he had promised Israel W Durham, one time 
political boss of Philadelphia, to tell him just before his death what 
his “ical sin” had been In his last illness Durham had wired, “Come, 
you promised to,” and Steffens tells the story of their meeting* 

That interview — Dui ham’s story pieced out with pertinent parts of other 
bosses’ stories, the bovhood of Charlie Murphy, tlie Tammany boss, and 
President Roosevelt’s deseiiption of Senator Matt Quay on his death-bed — I 
wrote all this as fiction undei the Utle The Dying Boii The plain tacts are 
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that Durham, weak and stricken, told me that he was ready, at last, to 
hear what his “real sin” was, and I said that it was disloyalty He was 
shocked and incredulous Since he held that loyalty was his chief and 
perhaps his one virtue, since he had never gone back on his friends, and — 
whatever else he had done, which was a-plenty — since he had been always a 
true, square friend, my charge was totally unexpected and hardly believable 
And my argument, as it gradually convinced him, was devastating He wis a 
born leader of the common people, I reasoned, he had taught them to like 
and to trust him, even with their votes, he had gathered up and organized 
the power which lay m their ballots, their trust and their loyalty to him, 
and he, the good fellow, had taken his neighbors’ faith and sovereignty and 
turned it mto franchises and other grants of the common wealth, which he 
and his gang had sold to rich business men and other enemies of the people 
He was a traitor to his own He had asked for it straight, I gave it him — 
straight, and he got it Not one word of evasion or excuse He look it 
lying down, and all he said after a long, wan silence was “Say, I sure 
ought to go to hell for that, and what’ll they do to me*^ Do you think 
they’il set me on fire for — for what you said — disloyalty?’’ 

I had to repair the damage I had done I had to say something to reassure 
him, he looked as if he would faint So I asked him what he did to fellows 
in his gang that went back on him He said that he didn’t do much, he let 
’em go Well, I answered, as brutally as I could put it, didn’t he behe\e 
that his God was as merciful and forgiving as he, “Iz’’ Durham, was? He 
got that, too He looked better, and he lingered longer than the doctors 
had predicted — Lincoln Steffens, Autobiography^ pp 418-19 

The bulk of that narrative is summarized, though it does include a 
couple of specific quotations from the actual conversation 

The following account is more detailed, but still summarizes in 
a single paragraph the actions of perhaps a couple of hours 

In the morning Karl and his outfit started for the salt-lick and Garrick, 
Abdullah, M’Cola and I crossed the road, angled behind the village up a 
dry watercourse and started climbing the mountains in a mist We headed 
up a pebbly, boulder-filled, dry stream*bed overgrown with vines and brush 
so that, climbing, you walked, stooping, in a steep tunnel of vines and foliage 
I sweated so that I was soaked through my shirt and undergarments and 
when we came out on the shoulder of the mountain and stood, looking 
down at the bank of clouds quilting over the entire valley below us, the 
morning breeze chilled me and I had to put on my raincoat while we 
glassed the country I was too wet with sweat to sit down and I signed 
Garrick to keep on going We went around one side of the mountain, 
doubled back on a higher grade and crossed over, out of the sun that was 
drying my wet shirt and along the top of a scries of grassy valleys, stopping 
to search each one thoroughly with the field glasses Finally we came to a 
sort of amphitheatre, a bowl-like valley of very green grass with a small 
stream down the middle and timber along the far side and all the lower 
edge We sat in the shadow against some rocks, out of any breeze, watching 
with the glasses as the sun rose and lighted the opposite slopes, seeing two 
kudu cows and a calf feed out from the timber, moving with the quickly 
browsing, then head lifted, long staring vigilance of all browsing animals in a 

214 KINDS AND QUALITIES OF PARAGRAPHS 



forest Animals on a plain can sec so far that they have confidence and 
feed very differently from animals m the woods We could see the vertical 
white stripes on their gray flanks and it was very satisfying to watch them 
and to be high in the mountain that early in the morning Then, while we 
watched, there was a boom, like a rockslide. I thought at first it was a 
boulder falling, but M’Cola whispcred.-^ERNEST Hemingway, Green Hills 
of Africa, pp 170-72 

In fiction, action may be similarly summarized, usually to prepare 
for a scene that is presented directly, or to show what has gone on 
since the preceding scene, or to run over quickly action that does 
not deserve more detailed or vivid telling. In this passage from a 
short story, a period of action is summarized, leading into a scene 
(or dramatic narrative) in which the conversation is given directly 

They roamed the decks again after lunch, and sat for a while m the 
sun-parlor at the back, in wicker chairs, watching the stern of the ship 
swoop up and down in quarter-circles against the sea, which seemed to be 
coming right up over the ship but never did, and for a while the old 
deckhand, a sailor with a nice white beard, stood with his pail in his hand 
and talked to them about the “old country “ He also told them about a 
hawk that had been blown on to the ship It was exhausted, he said It 
had probably been chasing some other bird and followed it out to sea, and 
then didn’t know how to get back It stayed on one of the masts for a 
while, and they put out food for it, and then the next day they found it on 
the bow, huddled up against an iron thwart It fought when they came 
near it, and it wouldn’t eat, so they decided they’d better kill it Finally, 
one of the sailors threw his hat over it and jumped on it, and killed it 

“Oh, what a shame*’’ said Margaret “1 think that’s a shame’’ 

The old sailor grinned, half-embarrassed — Conrad Aiken, “Farewell* 
Farewell* Farewell*’’ Coitumci by Eios, p 95 Copyright, 1928, bv Conrad 
Aikcn 

The most detailed narrative is in direct scene, and may be called 
diamatic As a rule this includes conversation, or at least details that 
give a relatively full picture of what is going on, so that the reader 
feels he is directly observing it The following are typical story para- 
graphs from a scene. 

There were a lot of people at the Shepherdsons’ and the Shepherdsons’ 
dog, Juniper, had crawled under the couch the way he always did when 
there was a lot of noise The blond girl in the white satin dress was trying 
to coax him out “Come Juniper,” she called “Come get the rats* Rats, 
Juniper*” But he only crawled farther under the couch, where he lay with 
his head on his paws and trembled 

Mrs Shepherdson came across the room with a strange man in tow She 
walked across the room looking very determined, the way hostesses do when 
they have a lot of people on their hands “Elise,” she said, “I’d like you to 
meet Mr Martin He’s from Minneapolis and he doesn’t know anybody So 
get up off the floor and take him under your wing, like a darling.” 
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Elise got up from the floor and brushed herself off a little “Dog hairs,” 
she explained “He*s shedding Are you really from Minneapolis, Mr. 
Martin? Imagine'” 

Mr Martin said that he was, and they sat down on the couch together 

“I was engaged once to a man from Minneapolis,” she told him “Mavbe 
you know him His name was Sidney something Let’s see, it was Sidney 
Hitchcock or Babcock or something Did you ever know anyone named 
Sidney Babcock?” 

Mr Martin thought a minute and then said he didn’t believe he had — 
Sally Benson, “Hotel Child,” People Are FascttiaUng, p 226 

A considerable part of the art of fiction (and of other narrative 
too) consists in knowing what action can well be summarized and 
what should be presented dramatically.^ 

Since a narrative is usually continuous, breaking it into paragraphs 
is somewhat arbitrary In most fiction the paragraphs are rather short 
A new paragraph represents a new emphasis, a new focus of atten- 
tion in the action, or a change in time, or movements of a different 
person (the real reason for paragraphing the speeches m a conversa- 
tion) The purpose of narrative paragraphs is to represent to the 
reader the small stages of the action that the writer wishes to mark 
off, to emphasize. 

lb. Descriptive paragraphs. Although a good deal has been 
written about a science or art of descriptive writing, the key to suc- 
cessful pictures in words seems to he in the mind of the writer So 
long as he puts down details that he recalls, or imagines, more or 
less in the order that they impress him, he is probably safe System 
atic description, going, for instance, from top to bottom or from left 
to right in a scene, may be necessary in certain types of expository 
writing, as in reference works and handbooks, but for more general 
writing the task is to focus the reader’s attention first on what would 
strike an actual observer’s attention and then to fill in the rest of the 
picture with details more or less in the order in which they would 
be observed. 

This means that conspicuous and keenly suggestive details or those 
that focus the impression will stand out and that others will be sub- 
ordinated. The scene will be bounded in space; that is, it will be 
limited by the area to which the observer is directing his attention, 
but the relation between the details is not only spatial. It depends 
on the senses, attention, and associations of the writer. To show this, 
simply ask two or more people to describe a scene. They may men- 

*See Percy Lubbock, The Craft of Fiction (London, 1921) 
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tion the same conspicuous details, but they will almost certainly put 
them in a different order, and they will choose and arrange differ- 
ently the less conspicuous details. The selection and order depend 
on the interests and past associations o£ the writer, and it is these 
that make the paragraph a unit and not a mere enumeration of sep- 
arate details. Without the unity that comes from an observer’s mind 
we have merely a chaotic series of details that do not fuse into a 
picture, as in this bit from a story 

“Come on, kids, let’s go out on the porch and make plans,” suggested 
Jeanne She was a tall blonde of seventeen, a couple of years younger than 
her five guests Good teeth were prominent in the smile that was almost 
constantly on her small, round face She grabbed Don Mumford’s hand and 
half-pulled him along with her Her actions and her slim figure were like 
her mother’s 

In the following descriptive paragraph, the individual statements 
are linked in part by pronouns and other typical machinery of para- 
giaph continuity and in part by words for space {here and therCy be- 
yond). In spite of some literary embroidery, the immediate sense 
impressions of Mr Franck are the basis for the blending of sight 
and sound in the description of Cuzco, and its essential unity comes 
from the pattern the scene made in his mind. 

But more striking even than prehistoric ruins is the view of Cuzco from 
the foot of the inevitable wooden cross at the summit of Saesahuama So 
steep is the hill on this side, and so close to the town, that it seems almost to 
bulge out over it, and all the Imperial city lies spread out beneath, as from 
m aeroplane, its eveiy plaza and patio in full view to its very depths, the 
ictivities of every family as plainly visible as if some magic wand had lifted 
iway the concealing roots Here and there, even on i Sunday, an Indian in 
crude-colored garments and his pancake hat crawls along the fortress hill 
behind his oxen and wooden plow, with the Imperial city of his forefathers 
IS a background Beyond, the greenish valley of the Huatenay stretches 
iway southward between velvety-brown, wrinkled hills, the four royal 
highways diverging from the mam plaza as principal streets and sallying 
forth to the “Four Corneis of the Earth” as directly as the configurations of 
the Andes permit But always the eye drifts back to the city below, spread 
out ill every slightest detail Under the Incas it may have been “bright and 
shining with gold and gay with color, its long and narrow streets, crossing 
each other at right angles with perfect regularity, adorned with beautiful 
palaces and temples”; even to-day, under the rays of the unclouded Andean 
sun. It is a scene no mere words can bring to him who has not looked down 
uiK)n It m person The soft red of its aged tile roofs and tlie rich brown of 
Us bulking churches leaves no need for golden adornment. The Sunday- 
morning noises come up distinctly — school-boys playing in tlie patios of 
monasteries, fighting-cocks haughtily challenging the world to combat, a 
weary bell booming a belated summons, the half-barbai ous, half-inspiring 
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screech of trumpets rising as a regiment of the garrison that keeps Cuzco 
loyal to “those degenerate negroes of Lima'* sets out on a march, yet all 
blending together into a sort of pagan music that carries the imagination 
back to the pre-Conquest days of long ago — Harry A Franck, Vagabonding 
Down the Andes Copyright, 1917, by the Century Co By permission of 
Appleton-Century-Crofts, Inc 

The details may be chosen and held together by some mood or 
purpose of the writer, as for mild satire: 

The north transept of Westminster Abbey, by which you go in, is tall and 
shadowy, like a church, and has a churchly smell, but it is so stuffed with 
monuments and plaques that the traveler automatically begins to look around 
for price tags — Margaret Halsey, With Malice Toward Some, pp 47-48 

Or they may be chosen and unified by some particular sense im- 
pression, as by color in this* 

The brown earth turned dark and the trees glistened The cut ends of 
the stubble turned black with mildew, the haystacks grayed from exposure 
to the damp, and on the roofs the moss, which had been all summer as 
gray as lizards, turned a brilliant yellow-green — John Steinbeck, The Long 
Valley, p 222 

In writing today the descriptions of people are less like posed studio 
photographs and more like candid camera shots. The details seem to 
be casually presented, and usually the character is doing something, 
so that the picture is relieved by bits of action and especially by his 
thoughts and feelings. In this way the reader meets the character 
more naturally. 

The first of the two following paragraphs, from a short story, 
shows a small but revealing handful of impressions; the second, from 
a novel, a fuller portrait with more action. Note that both women 
are “described” in a definite time land place, and that the settings 
become quite “real.” 

Snow fell softly and the sidewalks were wet but Mrs Rose Carey had on 
her galoshes and enjoyed feeling thick snow crunching underfoot She 
walked slowly, big flakes falling on her Iamb coat and clinging to hair over 
her ears, the lazily falling snow giving her, in her thick warm coat, a fine 
feelmg of self-indulgence She stood on the corner of Bloor and Yonge, an 
impressive build of a woman, tall, stout, good-looking for forty- two, and 
watched the traffic signal — ^Morley Callaghan, “An Escapade,” A Native 
Argosy, p 135 

The man sitting beside Jenny continued to puff steadfastly at his pipe, 
lost in the news, holding mechanically in his further hand the return ticket 
which would presently be snatched by the hurrying tram-conductor He 
was a shabby middle-aged clerk with a thin beard, and so he had not the 
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least interest for Jenny, whose eye was caught by other beauties than those 
of assiduous labour She had not even to look at him to be quite sure that 
he did not matter to her Almost, Jenny did not care whether he had 
glanced sideways at herself or not She presently gave a quiet sigh of relief 
as at length the river was left behind and the curious nervous tension — no 
more lasting than she might have felt at seeing a man balancing upon a high 
window-sill — was relaxed She breathed more deeply, peihaps, for a few 
instants, and then, quite naturally, she looked at her reflection in the sliding 
glass That hat, as she could see in the first sure spccdless survey, had got 
the droops '‘See about youf” she said silently and threateningly, jerking 
her head The hat trembled at the motion, and was thereafter ignored 
Stealthily Jenny went back to her own reflection in the window, catching the 
clearly-chiseled profile of her face, bereft in the dark mirror of all its colour 
She could see her nose and chin quite white, and her lips as part of the 
general colourless gloom A little white brooch at her neck stood boldly 
out, and that was all that could be seen with any clearness, as the light was 
not directly overhead Her eyes were quite lost, apparently, in deep shadows 
Yet she could not resist the delight of continuing narrowly to examine her- 
self The face she saw was hardly recognizable as her own, but it was 
bewitchingly pale, a study m black and white, the kind of face which, in 
a man, would at once have drawn her attention and stimulated her curiosity 
She had longed to be pale, but the pallor she was achieving by millinery 
work in a stuffy room was not the marble whiteness which she had desired 
Only in the sliding window could she see her face ideally transfigured. 
There it had the brooding dimness of strange poetic romance You couldn’t 
know about that girl, she thought You’d want to know about her You’d 
wonder all the time about her, as though she had a secret The reflec- 
tion became curiously distorted Jenny was smiling to herself — Frank 
SwiNNERTON, Noctumc, pp 14-15 

The chief danger in descriptive movement, as in chronological, is 
that It will be interrupted by a different kind of material, by com- 
ment or by a general statement of fact, which will take the reader 
away from the picture that is being shown To avoid this and any 
change in point of view, simply imagine as you are writing that you 
arc actually facing the scene and put down what you “see with your 
mind’s eye ” Everyday writing offers so many opportunities for 
practice that a little attention should soon develop a sure handling of 
details. Putting a little more actual picture and scene into your 
letters, making the account a little fuller than a careless writing 
would make them, is a good way to start. 

1c. Association paragraphs. Many paragraphs of facts or fancy 
are not built on a logical plan but represent some more informal asso- 
ciations in the writer’s mind The paragraph may be an enumeration 
of details that are held together by some feeling or attitude, by the 
recollection of some experience. The reader is fed from one bit m 
another, surrendering lumscif to the train of association or to the 
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succession of images, and if the writer’s mind is interesting or orig- 
inal, the reader is pleasantly rewarded This extract shows a rather 
elementary example of this type of movement 

I believe that the most efficient people are seldom the most charming 
For a )ourney of any length I believe a companion to be essential I am 
dead against the cunent system of trial by jury I do not like men who 
talk business during dinner or children who ask unanswerable questions 
I find It increasingly difficult to he successfully over the telephone 

I prefer the soft, blue haze of twilight to the cold harsh glare of dawn, 
and a night splashed with stars to both I know of few people who are 
able to wear sudden wealth with grace I am unable to subscribe to the 
modern passion for disguising a transatlantic liner as a combination tea- 
garden-supper club, and believe there is nothing the least disgraceful about 
a ship’s looking like a ship — Charles G Shaw, “How I Look at Things in 
General,” The New Yor1{er^ April 25, 1931 

These seemingly random details suggest a definite point of view 
Structurally they are related by the parallel starts of the statements 
and by the continuance of the sub|ect (/) and by the use of a senes 
of verbs naming the writer’s attitudes (believe^ am dead againU^ do 
not Itl^ey prefer . . .). The paragraphs gain a sort of emphasis from 
the especially striking details that stand last 

A naturalist trying to give an impression of autumn cannot be 
logical, nor can he present a single particular scene He will usually 
select impressions that have tor him a special appeal and that can lead 
the reader to a similar understanding, as Mr Peattie has done in 
this selection (one of three paragraphs on autumn) • 

Autumn is the blooming of the goldenrod all through the oak woods and 
across the fields Autumn is the cricket’s cry, the swarming of the monarch 
and the storms of the Lisa butterfly It is the odor of leaf fires, the smell of 
crushed marigold leaves, of tansy, and’the sharp terebinthine scent of walnut 
husks that look so apple green and leave so brown a stain — D C Pfatiie, 
An Almanac for Modetns (September 15) 

Successful association paragraphs obviously depend on the selec- 
tion of interesting and appropriate details and (especially for holding 
these together) on some attitude or facet of the writer’s mind that 
can be echoed in the reader’s. 

Id. Support paragraphs. In the last two kinds of paragraphs 
the writer has seemed to exercise a good deal of freedom in the 
selection and arrangement of his material. In the next two kinds, 
paragraphs of support and of climax, he does also, but since the rela- 
tionship between statements in these two types is somewhat more 
obvious and might occur to many minds, it seems to be relatively ob- 
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jective, and in fact the two types are sometimes called “logical” para- 
graphs They are comparable to the two sorts of plans for papers 
discussed on pages 14-15 

In the support paragraph some general statement comes first or 
at least early and is followed by particulars of some sort that elab- 
orate or support it, stand in some direct relation to it The first state- 
ment may be a topic sentence or a summarizing sentence As a rule 
the last statements of the paragraph are details 

The first four sentences ot the paragraph below state a general- 
ization that is then developed by a series of specific activities sup- 
porting It 

A fourth way m which oui economic order creates fiiction between work- 
eis and business owners is by iis selling and advertising actuitics It is one 
of the strangest phenomena of modern industry that business men, who least 
of all desire unrest, should s()cnd millions upon millions each year in creat- 
ing It In compaiison vMth the expenditures of business organizations for 
the purpose of making people dissatisfied, those of the I W W and other 
fomenters of discontent ire sm ill indeed Nevertheless, the deliberate and 
systematic stimulation of dissatisfaction by industrial establishments appears 
to be an inherent charaeteiistie of tree capitalistic enterprise It is inevitable 
tint business houses should seek to extend their sales To do this, they 
endeavor to make people desne things which they do not possess, to lender 
them dissatisfied with then lot to get them to aspire to a highei — or at 
le ist a more expensive- standaid ot living Influenced by salesmen and 
idvertising expeits and emulitive consumption — which in turn is skilfully 
stimulued by business entei prises— the wage earner’s wants increase more 
i tpidly than his earnings Wliat is moie natural than that, feeling intensely 
tlie need for greatei income, he should icgard his income as unfairly low? 
\s long as business spends huge sums on carefully planned effoits to make 
people discontented, individiiil cnteipiises must expei i icluions with their 
vvoikeis to be strained - St xiNtR H Schlichtir, “The Organization and 
( ontiol of Economic Aetivitv,’ The Trend of Economics^ edited by R G 
lifvvm Copyiiglu, 1924, by V S Crofts & Co, Inc By peimission of 
\ppltton Oniury-Crofis, Inc 

The idea of this paragraph is stated in general terms in the first 
(our sentences, focused in “Writers have the somewhat different so- 
cial task of speaking for the human imagination,” and then made 
specific in terms of people in the latter part 

There is a special need for good writers in these times The part they 
can play isn’t the one sometimes assigned to them, that of inducing men to 
accept new political doctrines The political organizers and agitators can 
play that role more effectively Wi iters have the somewhat different social 
i isk of speaking for the human imagination, which at present needs all the 
voices it can find, foi the fact is that lack of imagination is the principal 
malady from which the vvoild is suffering Most of us have become so 
toipid emotionally that we aie no longer able to picture the joys or sufferings 

KINDS OF PARAGRAPH DEVELOPMFNl 221 



of odicr men If they are citizens of a foreign country, if their skins are 
black or yellow, if their noses are a quarter-inch too long, or if they simply 
live on the wrong side of the tracks — if they are factory workers instead 
of business men, or farmers instead of clerks, or clerks instead of faimers — 
then most of us cannot believe that they leally suffei or really enjoy them- 
selves in the fashion of superior people like ourselves — Malcolm Cowley, 
“For the Postwar Writers,” The "New Republic, Dec 3, 1945, p 752 

In these paragraphs of support the connection between the state- 
ments IS made definite by the continuation of subjects of sentences, 
the use of pronouns and connectives, and the other devices discussed 
in Chapter 7, §3, pages 191-193, but the essential movement of 
thought IS in the relation between the later specific statements and 
the earlier general ones, which they support. 

le. Climax paragraphs. Paragraphs of climax begin with par- 
ticular details that increase in meaning and in value, usually mov- 
ing toward some point the writer wishes to make, a “particular to 
general” order Climax may be too strong a name for this natural and 
common pattern, but it emphasizes an actual movement frequently 
found in writing 

In this a description leads to a generalization about human nature 

We stopped for half an hour the other afternoon in bright sunshine to 
watch the digging where the Murray Hill Hotel used to be There were 
about forty of us kibitzers, every one a male A huge Diesel shovel named 
Lorain was hacking the last few tons of dirt and rubble fiom the hole and 
dropping them deftly onto trucks This was a large-scale operation — big, 
ten-wheel Mack trucks, plenty of mud and noise and movement The sho\eI 
operator was conscious of his audience and played to it Bathed in sunlight 
and virtuosity, he allowed his cigarette to drip lazily from his lips while 
he plucked his levers as cunningly as a chimesmaster We men in the audi- 
ence were frozen in admiration, in respect, in wonder We studied and 
digested every trick of the intricate ’operation — the thrust, the hoist, the 
swing, the release — conscious of the power and the glory To a njan, we 
felt instructed, elevated, stimulated To a man, we were at the contiols, 
each one of us, learning the levers, nudging the rocks, checking the swing, 
clicking the jaws to coax the last dribble The sun warmed us in our studies 
Not a woman, of the many who passed, paused to watch and to absorb Not 
one single female There can be no question but that ninety-five percent of 
all the miracles in the world (as well as ninety-five percent of all the hell) 
are directly traceable to the male sex — The New Yorker, Feb 19, 1949 
Reprinted by permission Copr 1949, The New Yorker Magazine, Inc 

It would be natural m reading the following paragraph by Bertrand 
Russell to regard the first sentence as a “topic sentence,” but after 
finishing the paragraph we find that the first sentence merely serves 
as a guide and that he has really been moving toward the moral ques- 
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tions arising from fear of boredom, not just describing acts to avoid 
boredom There is a development in the weight of the details, from 
avoiding boredom through mere entertainment to avoiding it through 
murder and war. 

We are less bored than our ancestors were, but we are more afraid of 
boredom We have come to know, or rather to believe, that boredom is 
not part of the natural lot of man, but can be avoided by a suflSciently vigor- 
ous pursuit of excitement Girls nowadays earn their own living, very 
largely because this enables them to seek exatement in the evening and to 
escape “the happy family time” that their grandmothers had to endure 
Everybody who can lives in a town, those who can not, have a car, or at 
the least a motor-bicycle, to take them to the movies And of course they 
have the radio in their houses Young men and young women meet each 
other with much less difficulty than was formerly the case, and every house- 
maid expects at least once a week as much excitement as would have lasted 
a Jane Austen heroine throughout a whole novel. As we rise in the social 
scale the pursuit of excitement becomes more and more intense Those who 
can afford it are perpetually moving from place to place, carrymg with them 
as they go gayety, dancing and drinking, but for some reason always ex- 
pecting to enjoy these more in a new place Those who have to earn a 
living get their share of boredom, of necessity, in working hours, but those 
who have enough money to be freed from the need of work have as their 
ideal a life completely fieed from boredom It is a noble ideal, and far be 
It from me to decry it, but I am afraid that like other ideals it is more 
difficult of achievement than the idealists suppose After all, the mornings 
are boring in proportion as the previous evenings were amusing There 
will be middle age, possibly even old age At n\'enty men think that life 
will be over at tliirty I, at the age of fifty-eight, can no longer take that 
view Perhaps it is as unwise to spend one’s vital capital as one’s financial 
capital Pei haps some element of boredom is a necessarv ingredient in 
life A wish to escape fiom boredom is natural, indeed all races of man- 
kind have displayed it as opportunity occurred When savages have first 
tasted liquor at the hands ot the white men, they have found at last an 
escape from age old tedium, and except when the Government has inter- 
fered they have diunk themselves into a riotous death Wars, pogroms, and 
persecutions have all been part of the flight from boredom, even quarrels 
with neighbors have been found better than nothing Boredom is therefore 
a vital problem for the moralist, since at least half the sins of mankind are 
caused by the fear of it — Bfrtrand Russell, The Conqt4€St of Happiness, 
pp. 59-60 

The following paragraph also begins with a guiding statement, 
which connects it with what has gone before Through an informal 
grouping of details, some involving contrast between the past and 
present, it builds up in the last three sentences to Mr Huxley’s notion 
of the effects of our preoccupation with comfort It shows that often 
style IS a factor m climax, the distinctiveness of the expression at the 
end giving an added emphasis to the climax of thought. 
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Having now briefly traced the spiritual origins of modern comfort, I 
must say a few words about its effects. One can never have something for 
nothing, and the achievement of comfort has been accompanied by a com- 
pensating loss of other equally, or perhaps more, valuable things A man 
of means who builds a house today is in general concerned primarily with 
the comfort of his future residence. He will spend a great deal of money 
(for comfort is very expensive, in America they talk of giving away the 
house with the plumbing) on bathrooms, heating apparatus, padded fur- 
nishings, and the like, and having spent it, he will regard his house as peifect 
His counterpart in an earlier age would have been primarily concerned 
with the impressiveness and magnificence of his dwelling — with beaut\, in 
a word, rather than comfort The money our contemporary would spend 
on baths and central heating would have been spent in the past on maihle 
staircases, a grand facade, frescoes, huge suites of gilded rooms, pictures, 
statues Sixteenth-century popes lived in a discomfort that a modern bank 
manager would consider unbearable, but they had Raphael’s frescoes, they 
had the Sistine chapel, they had their galleries of ancient sculpture Must we 
pity them for the absence from the Vatican of bathrooms, central healing 
and smoking-room chairs? I am inclined to think that our present passion 
for comfort is a little exaggerated Though I personally enjoy comfort, I 
have lived very happily in houses devoid of almost everything that Anglo- 
Saxons deem indispensable Orientals and even South Europeans, who 
know not comfort and live very much as our ancestors lived centuries ago, 
seem to get on very well without our elaborate and costly apparatus of 
padded luxury I am old-fashioned enough to believe in higher and lower 
things, and can see no point in material progress except in so far as it sub- 
serves thought I like labour-saving devices, because they economize time 
and energy which may be devoted to mental labour (But then I enjoy 
mental labour, there are plenty of people who detest it, and who feel as 
much enthusiasm for thought-saving devices as for automatic dishwashers 
and sewing-machines ) I like rapid and easy transport, because by enlarging 
the world in which men can live it enlarges their minds Comfort for me 
has a similar justification, it facilitates mental life Discomfort handicaps 
thought, It IS difficult when the body is cold and aching to use the mind 
Comfort IS a means to an end The modern world seems to regard it as an 
end in itself, an absolute good One day, perhaps, the earth will have been 
turned into one vast feather-bed, with man’s body dozing on top of it and 
his mind underneath, like Desdemona, smothered — Aldous Huxley, Ptoptr 
Studies, pp 296-99 


Most paragraphs can be found to belong to one of these five kinds. 
The various kinds of movement are all natural, made necessary bv 
different sorts of material and fitting into existing habits of mental 
action, both of writers and readers. Revising paragraphs with a no- 
tion of these kinds in mind may sometimes help make them more 
consistent, more effective in transferring ideas from one person to 
another. Their real use is not in classifying existing paragraphs but 
m improving the natural ways of setting down a writer’s own ma- 
terial in paragraphs that have not yet been written. 
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2. Qualities of paragraphs 

Various lists of qualities of paragraphs can be made up. There 
was the triad of nineteenth-century rhetoric unity, coherence, em- 
phasis; Scott and Denney varied these to unity, selection, proportion, 
sequence, variety, more recently Herbert Read discussed unity, 
liveliness, dignity, rhythm, configuration. Some of these are general 
qualities of composition, some perhaps of style. In this treatment we 
will summarize some of the desirable characteristics of paragraphs 
under four heads* development, movement, continuity, emphasis 
2a. Development. The basic quality is the presentation, the 
development of an “idea,” a small topic The material should be as 
complete as the situation of the writing demands That is, it should 
represent the writer’s knowledge and attitude fully enough to lead a 
reader to reconstruct that knowledge and attitude in his own mind 
The repeated emphasis in these paragraph chapters on “putting in 
detail” IS intended to show the typical means of development It is 
important to select the materials that really do further the aims of 
the particular piece of writing and to omit the irrelevant and the 
obvious. But the practice m writing paragraphs in a composition 
course can get students in the habit of an appropriately full develop- 
ment of their material in book type paragraphs 

2b. Movement. Obviously the thought of a paragraph moves: 
the reader is better off, more informed at the end than he was at 
the beginning. The various kinds of paragraphs in the preceding sec- 
tion show typical movements narrative, descriptive, associational, 
support, climax Sometimes some specific guidance is necessary, as 
in the paragraphs that announce their topic at the beginning but do 
not state it completely till the end 

Paragraphs differ greatly in their speed or tempo, some very com- 
pact, others more relaxed There should be variety in the material — 
some details, some generalizations — and in the statements — longer or 
shorter, emphatic or relaxed, and so on — from which often a reader 
senses a variety in the movement that may deserve to be called 
rhythm But the essential is that the reader should be aware of the 
progression, the movement of the material itself 

2c. Continuity. Long paragraphs frequently show subordinate 
stages within them (as in the one on boredom on page 223), but if 
they have been written with some care, there is an obvious con- 
tinuity between statements It is impossible to jump into the middle 
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of the paragraph without some lessening of the meaning of a state- 
ment. There should be no sudden breaks, no unexplained shifts in 
pomt of view. The signs of continuity discussed in Chapter 7 (pages 
191-192) are simply signs of a continuity in the thinking being re- 
corded. Since the writer is usually quite at home with his material, 
It IS often necessary for him to look carefully at the coherence, the 
continuity of his statements, while revising a paper to make sure 
that a reader can follow from one to another as easily and surely as 
the writer can If a genuine continuity exists between the statements 
of a paragraph it will have unity. 

2d. Emphasis. Emphasis might be regarded as a summary of 
the various qualities, since its purpose (or effect) is to convey to the 
reader the precise notion of the writer’s view of his subject It de- 
pends on the full statement of the material and on proper qualifying 
of the statements so that they will not seem to mean more than he 
intends. The positions of beginning and end are especially important 
for emphasis, since the eye falls on these spots and the mind is ac- 
customed to look at and to note what is said there. Mass or propor- 
tion help, the fuller statement naturally implying greater importance 
Repetition, in the same or other words, fixes a point in the reader’s 
attention. And distinctiveness of expression — in the words, figures of 
speech, novelty, dignity, or force of statement — contributes to em- 
phasis By these means a writer can make the statements of a para- 
graph mean what he intends, no more and no less. 

3. Analyzing paragraphs 

It IS useful to examine paragraphs occasionally in some detail as 
background for examining and improving one’s own. Analysis 
shouldn’t be carried further than is useful in finding the sources of 
the impression the writing makes on us (It can help sharpen atten- 
tion in reading as well as serve as a background for writing ) 

In the two passages that follow some points are made in the left- 
hand margin about the material^ the content, and at the right about 
the signs of continuity. Although this discussion is not here organ- 
ized according to the four qualities described in the preceding section 
(Development, Movement, Continuity, Emphasis), they will all be 
touched on 

The first passage is from an advanced textbook in psychology, the 
opening paragraphs of a chapter on canalization. This introduction 
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to the subject is not technical, though much of the treatment that fol- 
lows IS The paragraphs are conspicuously close knit; the generaliza- 
tions and details tied closely together. 

Material Continuity 

Topic sentence (gener- (1) Needs tend to become (Starts a new unit) 
ahzation) more specific in consequence of 

being satisfied in specific ways 

Example (and evidence) (2) Children all over the world Relation obvious 
are hungry, their hunger may be 

Details satisfied by bread, by ice cream, Repetition of satisfied 

by peanuts, by raw eggs, by rice, from 1 
General idea repeated or by whale blubber (3) Even- 

in less general terms tually they develop, when hun- they refers to children of 

gry, not a demand for food in 2, hungry repeated from 

general, but a demand for what 2 
they are used to, in one part of 
Repeated in details the world peanuts are good food, 
whale blubber disgusting, and 

Another example vice versa (4) So, too, over the So, too, connective, 

face of the earth, children enjoy children repeated as sub- 
rhythms, the need is satisfied by ject 
Made more specific different kinds of rhythms, dif- 
ferent games, different types of 

Part of general idea music (5) Soon they find the Soon suggests continuity, 

restated ones which they are “used to** they referring to children 

natural and satisfying, others 
seem awkward, difficult, unsat- 
isfying 

(6) If a person is hungry, on- hungry echoes preceding 
ented toward food in general, he paragraph 
may nevertheless be more hun- 
gry for bread than for corn, for 

beef than for mutton (7) Atli- Attitude translates orient- 
tude toward food is general, the ed toward, food and gen- 
valuation of absent food is gen- eral repeated, 
eral, but specific attitudes are specific repeated from 
defined within the general, and preceding paragraph 
within the specific there are 
some still more specific, so that 
one wants not only currant buns 
but the one with the darkest 

crust (8) Tastes have become Tastes echoes attitudes 
specific — Gardner Murphy, and needs, specific 
Personality y p 161 repeated 

The first paragraph is of the support type, beginning with the gen- 
eral statement that is developed in more specific terms; the second 
IS of the climax type, beginning with particulars and ending on a 
strong general statement. A conspicuous trait is the repetition of the 
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Idea repeated 

with two examples 

Idea progressively 
refined and limited 

Illustration 

Compact restatement 
of general idea 



key words of the first sentence • in the two paragraphs specific occurs 
SIX times (and contrasting with it, general four times), satisfied and 
satisfying four times, and needs and its equivalents (demand, atti- 
tude^ wants^ taste) eight times Since the words represent the core of 
the idea, their repetition is not troublesome but seems to keep us in 
continual awareness of the general idea* “Needs tend to become more 
specific in consequence of being satisfied in specific ways ” The last 
forceful sentence, “Tastes have become specific,” is the final source 
of emphasis. 

The second passage, from a book for general readers, is not quite 
so compact. It gives reasons tor moving from the opinion of the first 
sentence to the opposite opinion in the last. The words that continue 
the thought are less exactly equivalent than in the preceding exam- 
ple but they still carry on the general theme unmistakably. 


Matet lal 


The topic (but not a 
topic sentence) 


Restatement in more 
specific terms 


An objection or quali- 
fication 


Specific instance 


Writer’s opinion of 3-4 

Writer’s point 
Topic sentence 


ResUted in specific 
questions 


(1) Public opinion polls con- 
trive to give the impression that 
as a nation we are in a constant 
state of agitation over all sorts 
of domestic and foreign prob- 
lems (2) Eighty or ninety or 
sometimes ninety-nine per cent 
of the people interviewed are 
able to say that they are for or 
against a particular man or a 
particular measure, and that is 
what the investigators want (3) 
Some experts, however, have be- 
gun to admit that people often 
have opinions on subjects about 
which they are less than ade- 
quately informed (4) The man 
in the street, they confess, may 
strongly support or bitterly op- 
pose a bill that is before Con- 
gress without being able to de 
scribe one of its provisions (5) 
This admission is healthy, but 
the experts need to take another 
step (6) A man may turn up an 
opinion on demand, and yet 
have onlv the slightest interest 
in the subject about which he 
is being interviewed (7) How 
much does the individual in 
question think about the subject? 
(8) Does he feel that it has any 


Continutty 


people mtcrincwed con- 
nects with polls in 1 


however y connective 


theyy icfcnmg to some 
experts in 3 


This admission refers to 
ulti of 3-4, experts re- 
peated from 3 


Restatement of another 
step individual refers to 
man in 6 he and his re- 
fer to individual 
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real relevance to his own life? Roughly parallel 
(9) How do his thoughts and question form, 7*9 
emotions on this subject com- 
pare with his thoughts and emo- 
tions on other subjects? 

General point restated (10) The problem that I wish 

the experts would investigate is the experts, what peo~ 
not what people think about this pie think, carried over 
or that but what they think 
Made more specific about (11) Both psychologists 

and novelists suggest that people people think repeated 
think mostly about themselves 

(12) The stream of ideas — call stream of ideas equals 
It interior monologue or what what people think 
you will— that passes through 

Details the average human mind is con- concerned with me cq- 

cerned with me my health, my uals about themselves 
state of mind, what people think of 11 
about me and what I think 
about them, my problems, my 
children, my job, what I said to 
foe and what he said to me, 

Conchuhng generalization, mostly what I said to him (13) 
directly contrary to that Even the most public-minded Even has connecting 
m 1 citizen, I suspect, devotes only a force, puhlic-minded 

fraction of his attention to the citizen contrasts 
affairs of city, state, and nation, with average human 
and any conception of democracy mind of 12 
that postulates the constant and 
alert interest of the citizenry 
IS purely romantic — Grvnviile 
Hkks, Small Totvn, pp lOO-lOl 

Both of these paragraphs are of the climax type (showing that the 
label “climax’' does not demand intensity) since in each the writer 
IS moving toward his important point The first is in three stages 
(sentences 1-2, ^-5, 6-9), of which the third carries the main point. 
The thought proceeds easily, but each paragraph ends with a direct 
and forceful phrasing 

Analysis can prepare for evaluation of paragraphs by pointing out 
the specific c]uahties of their development The final evaluation of 
paragraphs, as of other aspects of writing, depends on their appro- 
priateness — appropriateness to the writer, to the subject and situa- 
tion, and to the readers Examining in some detail varied sorts of 
paragraphs can, by developing judgment, prepare for writing varied 
and effective papers 

The study of composition suggests that paragraphs are the most 
important aspect of writing that can be isolated for attention, cer- 
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tamly more important than sentences and rivaled only by the types 
of phrases into which individual words arc grouped. After some 
conscious consideration of paragraphs, the way to effective control ot 
them lies in practice, putting together interesting and important 
material in papers for possible readers. 


Suggested study and writing 

These exercises are for practice in analyzing qualities of paragraphs 
and in writing different kinds of paragraphs The first two exercises 
may be used for classroom discussion; exercises 3, 4, 5, and 6 for 
written assignments; and the last exercise for individual discussion 
with the instructor. 

1 . Study the following paragraphs carefully Classify the develop- 
ment of each as predominantly narrative (generalized, summarized, 
dramatic), descriptive, association, support, or climax Prepare a brief 
analysis of each paragraph, commenting on the movement, use of 
detail, emphasis, methods used to achieve continuity and transition. 

1 1 On the morning of July 4, 1927, the routine of Sing Sing Prison was 

2 disturbed by a tragic accident The inmates were taking their exercise in 
a the prison yard overlooking the Hudson River, when a canoe bearing three 
4 young men with supplies and equipment for a picnic came unsteadily down 

0 the river, the surface of which was roughened by a fresh wind When near 

6 the prison pier the canoe capsized. Convicts who saw the incident moved, 

7 as if by impulse, toward the three figures who were struggling in the water 

8 Apparently unable to swim, the youths were clinging to the sides of the over- 

9 turned craft and calling for help Six of the prisoners volunteered, even begged 
M with tears m their eyes, for permission to swim out to the rescue, but the 
n keepers, who carried rifles in their hands, would not allow it According to 
12 the warden himself, the guards had to threaten to shoot the prisoners in 
18 order to keep them back One by one the victims, their strength ebbing and 

14 their cries dying away, sank into the river and disappeared It was reported 

15 that the incident produced a profound depression throughout the prison, 
i« dampening the holiday spirit which might otherwise have prevailed — 

Floyd H Allport, InsUtuttonal Behavior, p 49 

1 2 The film industry had its inauspicious birth as a peep-show attraction 

2 in penny arcades Edison, one of its inventors, thought so little of it that 
a he never bothered to spend the few hundred dollars necessary to protect the 
♦ European rights to his invention The public, however, greeted the infant 
6 industry with explosive enthusiasm The clink of pennies, foreshadowing 
a the more musical ring of dimes and quarters, attracted numerous promoters, 
T investors and entrepreneurs The motion picture moved from penny ar- 
8 cades and dime museums to empty shops and lofts, then to unused theaters 
» Before the infant industry was out of swaddling clothes, it was subject to the 

10 first of the many forms of domination that were to characterize the course 
u of Its spectacular development — Morris L. Ernst, The First Freedom, p. 185 
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I 3 In Alabama, the streets were sleepy and remote and a calliope on parade 
a gasped out the tunes of our youth There was sickness in the family and 

3 the house was full of nurses so we stayed at the big new elaborate Jefferson 

4 Davis The old houses near the business section were falling to pieces at 
« last New bungalows lined the cedar drives on the outskirts, four o’clock 

6 bloomed beneath the old iron deer and arbor-vitae boxed the prim brick 

7 walls while vigorous weeds uprooted the pavements Nothing had happened 

8 there since the Civil War Everybody had forgotten why the hotel had been 

0 erected, and the clerk gave us three rooms and four baths for nine dollars 
10 a day We used one for a sitting room so the bell-boys would have some 
u place to sleep when we rang for them — F Scott Fitzgerald, The Crac^-up, 

p 54 

1 4 When you arc engaging in silent reading, you do not look at each 

9 letter separately, and very often not even at each word Many ideas are ex- 

3 pressed not by any single word but by a series of words which together make 

4 what IS called a phrase Thus, the idea expressed m the phrase “in a day 

6 or two” is not contained in any one of the words, but in the entire phrase 

0 If you read each word separately you do not get as well or as rapidly the 

7 meaning that the author intended you to get Look at the sentence “We 

8 shall reach Yellowstone Park in another two days if we drive 200 miles 

9 each day ” There are really five ideas in this sentence, although there are 

10 sixteen words “We shall reach” is one idea, “Yellowstone Park” is an- 
u other, “in another two days” is the third, “if we drive” is the fourth idea, 

12 and “200 miles each day” is the last When you read this sentence you 

13 should read not sixteen words, but five ideas — or five phrases — C Gilbert 
Wrenn and Luflla Cole, How to Read Rapidly and Welly p 3 

1 5 The turning point of Hook’s career came that autumn, when the brush 

2 in the canyons rustled dryly, and the hills, mowed close by the cattle, smoked 

3 under the wind as if burning One mid-afternoon, when the black clouds 

4 were torn on the rim of the sea and the surf flowered white and high on 
B the rocks, raining in over the low cliffs. Hook rode the wind diagonally 

6 across the river mouth His great eyes, focused for small things stirring in 

7 the dust and leaves, overlooked so large and slow a movement as that of the 

8 Japanese farmer rising from the brush and lifting the two black eyes of his 
0 shotgun 1 oo late Hook saw, and startled, swerved, but wrongly The surf 
10 muffled the reports and nearly without sound Hook felt the minute whips 
u of the first shot, and the astounding, breath-taking blow of the second 

12 Beating his good wing, tasting the blood that quickly swelled into his 
18 beak, he tumbled off with the wind and struck into the thickets on the far 

14 side of the river mouth The branches tore him Wild with rage, he thrust 

15 up, clattered his beak, challenging, but, when he had twice fallen over, 
10 knew that the trailing wing would not carry, and then heard the boots of 

17 the hunter among the stones m the river bed, and, seeing him loom at the 

18 edge of the bushes, crept back amid tlie thickest brush and was still When 

19 he saw the boots stand before him, he reared back, lifting his good wing 

20 and cocking his head for the serpcntlike blow, his beak open but soundless, 
91 his great eyes hard and very shining The boots passed on The Japanese 
22 farmer, who believed that he had lost chickens, and who had cunningly 
88 observed Hook’s flight for many afternoons until he could plot it, did not 
24 greatly want a dead hawk — Walter Van Tilbi rg Clark, “Hook,” The 

Atlantic Monthlyy August 1940 
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I 6 A college practice field, except for occasional bursts of noise from the 
3 normal young men engaged in working out, has very much the atmosphere 

3 of a classroom The squad, for a good part of the time, will be broken up 

4 into smaller groups One will be linemen, another backs, another passers 
6 and receivers They will go over and over certain plays, with the assistant 

6 in charge of the particular group breaking in every now and then and, in 

7 classroom voice, explaining mistakes, asking questions and once in a while 

8 demonstrating — Robert F Kelley, The New Times, Oct 14, 1941 

1 7 It IS difficult to find adequate comparisons for a topsy-turvy creature 
s like a sloth, but if I had already had a synthetic experience with a 
8 Golem, I would take for a formula the general appearance of an English 
4 sheep dog, giving it a face with barely distinguishable features and no ex- 
c pression, an inexhaustible appetite for a single kind of coarse leaf, a gamut 

6 of emotions well below the animal kingdom, and an enthusiasm for life 

7 excelled by a healthy sunflower Suspend this from a jungle limb by a 

8 dozen strong hooks, and — you would still have to sec a live sloth to ap- 

9 preciate its appearance 

10 At rest, curled up into an arboieal ball, a sloth is indistinguishable trom 
n a cluster of leaves, in action, the second hand of a watch often covers more 
12 distance At first sight of the helpless ball of hay, moving with hopeless in- 
is adequacy, astonishment shifts to pity, then to impatience, and finally, as we 

14 sense a life of years spent thus, we feel almost disgust At which moment 

15 the sloth reaches blindly in oui direction, thinking us a barren, leafless, but 

16 perhaps climbable tree, and our emotions change again, this time to sheer 

17 delight as a tiny infant sloth raises its indescribably funny face from its 

18 mother’s breast and sends forth the single tone, the high, whistling squeak, 
10 which in sloth intercourse is song, shout, converse, whispei, argument, and 

20 chant Separating him from his mother is like plucking a bur trom one’s 

21 hair, but when freed, he contentedly hooks his small self to our clothing 

22 and creeps slowly about — William Beebe, Jungle Days, pp 97-98 

1 8 This simplicity is best illustrated from pidgin, which is English meat 

2 with Chinese bones, as we say in China There is no reason why a sentence 

3 like “He come, you no come, you come, he no come” should not be consid- 

4 ered as clear as the moie roundabout “You needn’t come, if he comes, and 
6 he needn’t come if you conic In fact, this simplicity makes for clarity ot 

6 expression Moon, in Dean > hngltJi, quotes an English Somerset faimer as 

7 testifying before the judge “He’d a stick, and he’d a stick, and he licked he, 

8 and he licked he, if he licked he as hard as he licked he, he’d a killed he, 
0 and not he he,” and this seems to me a much more sensible way of talking 
10 than one with the Germanic case-distinctions For according to the Chinese, 
u the difference between “I lick he” and “he lick I” is perfectly clear without 

12 the subjective-accusative complex, and the adding of the third person singular 

13 ending *V’ is as superfluous as it is already proved to be in the past tense 

14 (I had, he had, I went, he went) Actually lots of people are saying “us 
55 girls” and “them things” without ever being misunderstood or losing any- 
18 thing except a meaningless “class” which has nothing to do with beauty of 

17 expression I have great hope that English and American professors will 

18 one day bravely and respectably pronounce a “he don’t” in the classrooms, 

19 and that the English language may one day become as sensible and clear as 
90 the Chinese, through the influence of pidgin — Lin Yutang, My Count! y and 

My People, pp 81-82 
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1 9 What, precisely, is “thinking”? When at the reception of sense-im- 

3 pressions, memory«pictures emerge, this is not yet “thinking.” And when such 

3 pictures form series, each member of which calls forth another, this, too, is 

4 not yet “thinking ” When, however, a certain picture turns up in many such 

5 series, then — precisely through such return — it becomes an ordering element 
e for such series, in that it connects series which in themselves are unconnected. 

7 Such an element becomes an instrument, a concept I think that the transi- 

8 lion from free association or “dreaming” to thinking is characterized by 

9 the more or less dominating role which the “concept” plays in it It is by 

10 no means necessary that a concept must be connected with a sensorily cog- 
n nizable and reproducible sign (word), but when this is the case thinking 
13 becomes by means of that fact communicable — Albert Einstein, “Notes for 

an Autobiography,” SaUitday Review of LtUfatiite, Nov 26, 1949 

I 10 Dan Furlong, every morning until the children were grown, would 
3 wake up around five o’clock and wonder what time it was The enure 

3 household was quite incapable of maintaining a clock in good punctuality 

4 Within a week every clock that they had ever obtained would become a 
n liar, so that Dan would miss a shift of work as a result, or the children 
« would be late for school, or Monsignor Phelan would have to talk back to 

7 himself at Mass, because his altar boy, Jerrv Fuilong, had trusted a clock 

8 md so was not at the side altar to serve him Right and left and fore and 

9 aft of the Furlongs there were clocks and watches ticking away with mo- 

10 notorious regularity, but somehow they all broke step when the Furlongs 

II got a hold of any of them, so it was to hell with timepieces in that house- 

13 hold Not one of the family would have trusted the sundial in the Vatican 
u gardens, and small blame to them 

14 Every morning, then, around five o’clock, Dan Furlong would he awake 
ir, blinking at the dim ceiling wondering whether he was early or late or just 
10 right The few warm waking minutes were a great delight to Dan, as they 

17 are to most men, and he used to ponder in them Since the last St Pa tuck’s 

18 Day, when he had worn his herringbone coat, and his companion the Usher 

19 had worn his Irish frieze, their sartorial splendor had often been the 

20 subject for his pleasant contemplation For years the two of them had 
31 been shabby leaders of the parish contingent for the procession, but now they 
33 both possessed coats that would outwear them both It was a warm, secure 
28 feeling — W B Ready, “A Coat for St Patrick’s Day,” The Atlantic Monthly, 

March 1950 

I 11 Tall and thin, his white hair pushed straight back from his forehead, 

3 his long face reamed with wrinkles, his eyes sharp and commanding, Jackson 
a was a noble and impressive figure On foot, with firm, military step, com- 

4 pressed lips and resolute expiession, or on horseback, where his seat was 
B excellent, his hand light and his carriage easy, he had a natural grandeur 
e which few could resist Many in this bitter day shared the emotions of tlie 

7 conservative Boston merchant who watched out of his window to catch a 

8 glimpse of the old General, “regarding him very much as he might have 

9 done some dangerous monster which was being led captive past his house ” 

10 When Jackson finally appeared, his hatred abruptly collapsed Exclaiming, 

II “Do some one come here and salute the old man’” he thrust his small daughter 
12 forward to wave her handkerchief Jackson, as Jostah Quincey said, “wrought 
13a mysterious charm upon old and young” — Arthur M Schlesingfr, Jr, 

The Age of facl^son, pp. 38-40 
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2 . How would you evaluate the following paragraphs, written by 
students who were trying to develop as fully as possible in one para- 
graph the topics they hawd selected'^ Analyze the material and con- 
tinuity of each passage, using the method shown on pages 227-229. 
Which paragraph seems to you the most effective, and why^ What 
specific changes would you make in material, development, and word- 
ing of these paragraphs ^ 

1 Pep Rallies 

I believe that pep rallies are the most important gatherings that colleges 
have to arouse pep and spirit and to stir up the hearts of all the students 
The reason why I believe this is because I have never seen a pep rally fail 
Every rally I have attended always accomplishes what it is striving for This 
aim IS to inspire the members of the team by rooting and cheering Whether 
It is a football team or a golf team, the members always become impressed 
when someone is rooting for them, and this undoubtedly makes them fight 
harder for their alma mater Besides inspiring the team, the pep rally makes 
the team fight harder Also it brings the students closer together, since they 
are all stirring up their emotions toward the same goal The result is 
cooperation and friendship, and these are very essential factors in college 
life In conclusion, I believe that when a college graduate is looking back 
over his past college career, that these pep rallies which he attended will 
stand out in his mind more than anything else 

2 An Impression of Niagara Falls 

My first impression of Niagara Falls was one of grandeur I thought 
that nothing else on earth could equal it The great surge of white water 
swept over the brink plunging a hundred feet into the gorge When I first 
saw the Falls from afar, I was quite disappointed, as I had expected a 
cataract fully three times that height Later, however, upon standing in the 
small, pipe-coiIed cubicles made for the express purpose of allowing tourists 
to come to the edge of the spray, I felt terribly small, insignificant, and vir- 
tually worthless for any purpose on this earth That sheet of roaring water 
was an incredible depth of six or seven feet at the brink Farther down, 
near the bottom of the gorge, the thickness was even greater The terrific 
force falling on huge jumbled brown rocks at the bottom sent out a rain-like 
spray covering a large area all around A few hardy folks feeling their way 
precariously along the single-file wooden traverse of the “Cave of the Winds” 
were soundly drenched This tiny walk, perched on the jagged rocks, gave 
one a happy feeling that man could at least do something in the face of 
this avalanche of water There were other symbols, too, of man’s conquest of 
the Falls For fifty years men have been sailing the waters of the gorge in 
the “Maid o’ the Mist,” in the thick of the mighty whirlpools, ever ready 
to grasp any stray floating object And there were power houses, built by 
men, located snu^y in the walls of the gorge Upon leaving, I experienced a 
feeling of regret, that when necessity demanded more power, more and more 
water would be diverted to the power houses, and Niagara Falls would 
dwindle to a mere trickle. 

3 Stamp Collecting 

Stamps are not only valuable for collection purposes, but are also valuable 
for the learning which they impart A person may start tso collect a few 
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stamps for the purpose of making some money for himself in a few years 
This person will probably be disappointed in time, since money cannot be 
made on stamps unless a person has experience There is also the other type 
of person who starts collecting just for the fun of it If this person does not 
derive any pleasure from stamps in a few years, he will soon lose all his 
former interest, and will either sell them for what he is able to get, or give 
the collection to a friend But once a person becomes interested, he usually 
keeps on building his collection An important advantage of this hobby is 
that you make some of your best contacts in the stamp world You will be 
surprised how much your knowledge of history and geography have increased 
in the short time you have collected stamps 

4 Spectators at a Football Game 

Did you ever remain calm enough at a football game to notice the rooters 
play the game with the team? Watching them is as interesting as watching 
the football players As the whistle shrills the signal for the kick off, every 
eye is glued on the ball, watching it arc through the air turning end over 
end and finally being caught by a player who immediately races back up 
the field The crowd roars and comes to their feet as the tackle is made 
Then they settle in their places and tensely wait the next play to be put 
into action As the ball is whipped back and the quarterback, with arm 
outstretched, head low, ball tucked in the pit of his stomach, his legs work- 
ing like pistons, bucks through the line, the spectators snap their bodies 
taut and lunge with him It is just as if they themselves were playing the 
game, fighting hard to advance that ball a little farther down tlie field 
Have you ever felt the rooter next to you, who has entered into the spirit 
of the game, lean against you as the play was being earned out? Have you 
noticed, for instance, when a player was making a wide, sweeping end run, 
how the rooter twists, squirms and strains to elude the player who is about 
to tackle him? Perhaps you have done the same thing yourself, for you 
and the rest of the spectators go through many of the same contortions 
that the players do Thus through the whole game the rooters push and 
siri\e in their own manner to help their team win 

3. Write a descriptive paiagraph on one of the following topics 
or on a similar one* 

The building in which the class meets 

The student union building at lunch time, or at any other specified hour 
The opening kickoff of a football game 
\n R O T C review 
The confusion of registration day 
A classroom two minutes before a final examination 
A specified campus figure (anyone from the football coach to a well- 
known janitor) 

The main entrance to the campus 
The campus as a whole 

After the class has been divided into groups of four or five, students 
m each group can work on the same topic. This exercise has a 
double point: to give practice in writing descriptive paragraphs and 
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to bring out the difference between details observed and selected by 
different people with the same opportunity for observation 

4 . Select a general statement for development in three or four 
paragraphs using the method of support. The statement may be one 
that you have read, or heard on the radio, in classroom discussion, or 
in everyday conversation These examples may suggest others to you 
“The real purpose of radio programs is to get people to listen to the 
commercials”; “The study of algebra trains a person to think log- 
ically”; “Despite what they may say to the contrary, most girls come 
to college to find a husband”, “Fat people are generally more }olly 
than thin people”; “Those who can, do; those who can’t, teach” 
(G B. Shaw) , “Work consists of whatever a body is obliged to do, 
and play consists of whatever a body is not obliged to do” (Mark 
Twain). When you have found a suitable statement, use as many 
details or illustrations as you can in developing your viewpoint. If 
possible, make the last paragraph one of climax 

5 . In not more than one page give a clear synopsis of a play or 
movie you have seen or a book you have read Work it out in direct 
time sequence (Books and movies frequently begin part way 
through the story and later cut back to give earlier events ) ik par- 
ticularly careful to keep the sequence of tenses consistent 

6 . Compare a condensation of an article in he Readcf \ Dige^t^ 
or a similar “digest” magazine, with the article as it was originally 
printed. How do the paragraphs compare in length and in number 
in both versions^ What type of material has been omitted in the 
condensation — ^geneiah/ations, details, introductory matter!^ Is the 
transition between paragraphs the same in both versions^ Do you 
notice any change in emphas’s^ Summarize your conclusions on the 
relative effectiveness of both articles, pointing out any qualities that 
have been lost in condensation 

7 . Make a detailed analysis of the paragraph structuie of one of 
your longer papers Use the method shown on pages 227-229 of this 
chapter For each paragraph copy the topic sentence (if you have one) 
and list the number of supporting details you have used. Mark transi- 
tional words and phrases and also any sections that need better tran- 
sition, both within and between paragraphs Prepare a brief state- 
ment on both the strong and weak features of the paiagraphs as 
you wrote them. 
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CHAPTER 


Sentence form 


TOPICS OF THE CHAPTER 

1 Spcjkcn and written sentences 

2 Meaning and purpose in sentences 

2a Purpose in sentences 
21) Advancing the thought 
2c Amount of meaning 
2d hxaciness ol meaning 
s The favorite hnglish sentence 
3a Elements of the sentence 

31) (x>mj)()und sentences W ith and without connec- 
tives, Run-on sentences (contact clauses and 
comma faults) 

X C'om[)lex sentences 

( ompound-complex sentences 

3 Ml not sentence tvpes 

4a Suhjectless sentences 
41) Wrbless sentences 
4c Pragmentarv sentences 
5 Writing and revising sentences 


A sentence a syvibol fof a state of affairs, and 
pictures Its chauutei — Siisanne K Langer 

Words and sentence <: are ^ub)ect5 of revision, para- 
graphs and whole compositions are subjects of pte- 
vision — Barrett Wendell 





SUGGESTIONS FOR USING THE CHAPTER: T hts chapter , With some sec- 
tions of Chapter 4, covers the elementary matters of form in sentences but 
regards them as means to an end, conveying meaning. It would be best 
tahen after students have done some writing, because elementary pi oblem^ 
in sentences tend to disappear lapidly under attentive practice. The genet al 
point of view of the chapter should be emphasized, with only as much 
stress on its detail as a class actually needs. 


W E USE SENTENCES SO naturally and so continually that any 
effort to study them seems artificial and perhaps even dis- 
couraging But they can be studied, and fiom a number 
of points ot view for their relation to “thought,’' psychologically, for 
their meaning, according to logic or semantics or )ust common sense, 
for their structure, grammatically, for the impression they make, 
rhetorically This chapter takes up a selection of topics on sentences, 
those that seem most important for review and emphasis at the col- 
lege level and those that are of most immediate concern in the activity 
of writing These topics serve also as a background for considering 
in Chapter 10 various qualities of sentences that give greater effective- 
ness and interest to writing ^ 

1. Spoken and written sentences 

Our use of language begins in our thought, the mixture of images 
and words that is such a large part of our behavior but that we know 
so little about. It is possible that it consists chiefly of key words and is 
not cast in very exact patterns or grammatical forms. (Do we use 
conjunctions, for instance, in our thinking?^) We are a little more 
aware of the flow of our speech in rapid conversation, but we are not 

^References Ballard, Chapters 4, 5, Bloomfield, Chapter 11, Schlauch, Chapter 6, 
L A Sherman, of Literature (Boston, 1893), Chapters 19-24, Summey, Chap- 

ters 3 and 4 and index references 
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RELATED CHAPTERS AND TOPICS: 

Chapter 4, §2 Subject^Verb-Obtect, § 4 Modifiers, § 6. Consistent con- 
structions 

Chapter 5, Punctuation and Other Conventions of Writing 


^Clauses 

^Commands and requests 
^Connectives 
^Exclamations 
^Experiment in English 


^Function words 
^Questions 
'^Siib]ect and ve^b 
*Woid Older 


And articles on any particular point of grammar needed 


conscious of Its form, certainly not of its sentences, unless they become 
so confused that they are not carrying out our purposes 

But there are sentences in this continued speech a stenographer 
has little trouble in distinguishing them They are marked by various 
sorts of stress, pause, and intonation that we make and understand 
automatically This ts mine, for example, can be said quietly, with 
a falling voice, so that it could be written with a period, or more 
intensely so that an exclamation point would be appropriate, or with a 
rising inflection making it a question, or it could be said as part of 
a sentence, as in “This is mine, I think ” Yes can be said so that it 
will mean to a listener anything from “You are absolutely right” to 
“I don't really believe what you are saying ” In spoken sentences the 
cjualities of voice are an important contribution to the meaning of 
the words and to the way we would interpret them as a sentence 
form 

In writing, the sentences are clearer, because the writer checks and 
revises them in the light of his intention and according to the conven- 
tions of form and punctuation that now prevail in published material 
It IS fair enough to sav that a written sentence is what a person with 
some experience in the language intentionally puts between end stops 
Professor Ballard says, “It is as much of my full purpose as I care to 
reveal at the very moment — as much of my meaning as I wish to 
deliver in one handful ” Miss Rickert uses more learned words for 
the same idea: A sentence is . a deliberately sepaiated phase of 
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the thought continuum; to the ear set off by a longer pause than obtains 
at any point within it, to the eye by an end punctuation mark.” 

These attempted definitions suggest that sentences are to a con- 
siderable extent a matter of judgment, certainly of choice among a 
great variety of possibilities In tact they are so individual that some- 
times a writer does not see why someone else objects to a particular one 
he has written But the more we know about the typical sentence 
forms, the easier it is to describe and examine our specific sentences 
and come to an agreement about them. 

Because of the lack of qualities of voice, and of gesture and facial 
expression, written sentences have to be more exact, especially in word 
order and use of words And because the written sentence can be 
looked at more closely than the spoken, some matters of form, as in 
pronouns, are more carefully followed Although the similarities and 
differences between spoken and written sentences have not been 
sufficiently studied, a few general comparisons can be made 

In length spoken sentences seem to be shorter than written, peihaps 
averaging — except for people accustomed to talking a good deal in 
public — below twelve words, the written average these days is close 
to twenty. Except for the chance in speaking to back up and start a 
sentence over, spoken sentences tend to be more direct than written, 
to make a full statement and then limit or qualify it by additions 
(“Everybody was there, everybody but Jim” would be more likelv 
written “Everybody but Jim was there.”) Shifts in constiuction are 
less noticed, less damaging in speech than in writing Some construc- 
tions, such as that clauses or infinitives as subjects (That he might 1^ 
blamed didn’t occur to him. To get home before the ram came was 
his aim) are rarely used in speech * Short constructions, without con- 
nectives or without subjects, are common. And the ease with which 
we can hold two clauses together without a connective in speaking 
(They must have heard my shout, why didn’t they answer^) is a fac- 
tor in the “run-on” sentences that occur in writing, as discussed on 
pages 253-257. The emphasis that in speech comes so much from 
voice stress, in writing has to be provided by changes in word order 
and by using more exact or more vigorous words 

Formal writing is patterned more on the formal speech of oratory 
and sermons and prepared lectures than on conversational speech 
Today good informal writing, like so much of the best prose of the 
past, IS close to natural speech — not to sloppy or careless speech but to 
good conversation — in words and constructions and movement In 
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fact one of the best tests of writing is reading it aloud in a natural 
tone of voice If it “sounds good” it is probably “good ” The days of 
approaching writing as though it was a different language from our 
speech are happily over A corollary of this is that the better — the more 
expressive — our speech is, the better basis it is for our writing Skill 
and improvement in speech and in writing go along together 

2. Meaning and purpose in sentences 

Sentences occur in situations they are acts We are telling some- 
one something, or asking tor information, or tiying to get something 
done, or often just trying to find out “what I think” about something 
by talking our ideas out or writing them down Their most important 
teature then is how well they serve their purpose They are to be 
judged not singly but in their context and according to how well they 
represent what seems to be the writer’s purj^ose and especially how 
well they convey this purpose to the intended reader 

2a. Purpose in sentences. The conventional classification of 
sentences into declarative, interrogative, imperative, and exclamatory 
represents the general purposes ot sentences well enough Ot these 
the first IS by all odds the most common and the most imjxirtant — 
Professor Summey found that 96 5Vf of the sentences in the expository 
materials he studied were declarative statements, and most discussions 
of sentences in grammais and books of rhetoric are about them They 
may be moie or less specific, they may be intended to inform or to 
prove or to startle or to deceive, but they all make issertions They 
tall into various types but they, as well as the questions and exclama- 
tions, are responses to paitieiilar situations and contribute to them 
Students have usually been told to “vary their sentences” bv using 
occasionally questions and exclamations instead ot statements It is 
true that a question can focus attention, but used jiist for variety it is 
likely to be aitificial, like the questions in sales letters They should 
be genuine questions, capable of answer or at least of leading to a 
line of thought The writer should genuinely thin}{ the cjuestion, not 
just translate a statement into a different form There is variety enough 
possible in the form of statements to make a pleasing style without 
making mechanical shifts in form 

One of the chief signs of development in the use of language is in 
the control of sentences It is so intimately bound up with processes 
of thought that formal instruction, except in very elementary matters, 
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is difficult; it is a matter of growth. Youngsters and people without 
much feeling for their language use sentences in a rather random way: 
their sentences are likely to be “choppy” oi else to “run on and on.” 
More mature thinkers develop, unconsciously for the most part, a sense 
of the sentence as a unit and succeed in holding together the small 
phrases of their thought so that a reader feels that he is following an 
actual train of thought and sees not only what the writer thought 
but how these thoughts are related to one another. The best way to 
grow in sentence skill is to write as much as possible in purposeful 
situations, from letters (and perhaps even a diary) to statements of as 
complex facts and ideas as you can muster. Any successful fashioning 
into consecutive statements of actual thought is a small victory — and 
helps to make further writing easier. 

2b. Advancing the thought. Although the writer’s intention is 
the controlling factor in what goes into a sentence, a number of mat- 
ters can be considered from the reader’s point of view. These are the 
most elementary aspects of sentences, and even they are matters of 
judgment, judgment of effectiveness and appropriateness. The most 
impoi tant of them have to do with the meaning of the statement 
The complete “meaning” of a sentence usually depends on what 
has gone before and what comes after, one reason why the definition 
“a group of words expressing a complete thought” is impossible. 
There may be pronouns referring to something in the preceding sen- 
tence, or there may be words clear or at least more fully mean- 
ingful in the context in which they occur, or other links with sur- 
roundmg statements The point is that the individual sentences should 
contribute something to the meaning in some essential way, contribute 
something to the reader’s sense of the advancing thought. 

Perhaps all the points that can be made about sentences fall under 
this heading But three types of statement that definitely interfere 
with the advance of thought are. 

1) Two STATEMENTS FOR ONE. Amatcur writers frequently say m 
two statements what could be more effectively said in one, so that a 
reader has to do more rearranging of the thought than he should 

Two statements One statement 

It was three or four miles to the These people used to walk the 

nearest village and these people used three or four miles to the nearest 

to waJk It at least once a day village at least once a day. 

This IS only a typical example; This is typkal of the author’s 
the author has many of them. many examj^es. 
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By being in the tresh air most ot Being in the fresh air most of the 

the time, as a hunter is, it tends to ttme, as a hunter is, tends to keep a 

keep a person healthy and to de- person healthy and to develop his 

velop his body body 

2) Incongruous statements. A sentence may put together details 
that do not seem to belong together, which may raise a question in 
the reader’s mind or even confuse him. 

As Byron is the poet of youth, it is appropriate that we should publish 
on March 1 the new and completely reset edition of his Poems, 

Presumably youth and March 1 are to be related in some way, but the 
association seems pretty far-fetched. 

Lady Beaconsfield affectionately called him “Dizzy” and she did every- 
thing in her power to make him the success he was 

Combining a nickname and a wife’s help in building a statesman’s 
career can only make a reader smile He cannot make the leap be- 
tween the ideas thus presented, and the writer shouldn’t ask him to. 

He has a nervous habit of toying with the last two buttons on his vest when 
thinking and uses his deep voice to the best advantage when excited or angry 

Perhaps these two characteristics could be put together as signs of 
nervousness, but certainly they are too different to be connected simply 
by and Two sentences would be easier to grasp 

3) Statements that cancel out A surprising number of sentences 
contain two parts, one of which cancels the other They come some- 
times from an effort to put in a fact that doesn’t quite belong, as 
m the first two examples, and sometimes from a clumsy attempt at 
qualifying a statement, as in the third* 

Hei marriage to another writer, who teaches at Harvard, may have some 
influence upon her style, howevet thete ts no evidence to support this 

To do Sicily, one might ^tait in at Taoimina and end up at Paleimo, but 
father and I determined on doing it m the opposite direction, probably be- 
cause It IS convenient to take the overnight boat from Naples to Palermo. 

The next day we visited the ancient mosques, where we tried to walk in 
sandals which fitted — or rather tefused to fit — over our shoes 

In revising the sentences of a paper it is well to see that the indi- 
vidual sentence and its various parts really advance the thought. 

2c. Amount of meaning. Length ot sentence is primarily a mat- 
ter of style* a writer has a choice between relatively short and rela- 
tively long statements (See Chapter 10, § 1.) Here the more ele- 
mentary matter of making the individual sentence worth while is the 
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point, since amateur writers sometimes let sentences stand that say 
little or nothing, that do not give the reader his money’s worth. 
Here are three examples' 

Now what business does need is some good, sound supervision Many laws 
have Deen passed The Sherman Anti-trust Act forbade monopolies 

Of course “Many laws have been passed ” Perhaps the writer meant 
“Among the laws passed attempting to regulate business, the Sherman 
Anti-trust Act. . . .” 

There were also several groups which were campaigning for the Senator 
in this election These groups in the election of 1948 were for the most 
part unheard of 

Of course there were several groups campaigning; the first sentence 
has not advanced the idea at all Perhaps the writer meant “Several 
groups that campaigned for the Senator were almost unheard of in 
1948 ” 


My first course in math was taken at Riverside High School in Milwaukee 
This was first-year or elementary algebra 

The reader feels that he is not getting his money’s worth from the 
individual sentences. It might go My first course in math, elementary 
algebra, was taken . . 

Some of the more useful but commonly overlooked ways of pack- 
ing more into a single sentence are* 

1) Series. Two or three details instead of one give more meaning 
per sentence 

It IS not newspapers, radio scripts, and movies that spoil our tongue so 
much as textbooks, official documents, commencement speeches, and learned 
works — Jacques Barzun, Teacher tn Amenca^ p 55 

Oxford men are no more brilliant, no better looking, no tnore cultured and 
possessed of no greater inherent ability than countless undergraduates of 
American universities, but they think they are — Kenneth Roberts, For 
Authors Only^ p 350 

2) Compound predicates Using more than one verb for a single 
subject often makes it unnecessary to have several short sentences of 
little meaning. 

Under the foregoing circumstances, how may the playwright do his work, 
maintain his integrity, and manage to survive economically? — William 
Saroyan, “Confessions of a Playwright, “ Tomorrow , Feb 1949, p 19 

3) Modifiers The most common way of making sentences mean 
more, and the one most neglected by amateur writers, is a greater use 
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of full modifiers, phrases and clauses that make particular words or 
the whole statement more exact: 

As wc passed swiftly, the natives rushed out on the shaky board-and-log 
bridges, staring in wonder, the women with babies astride of their hips, the 
copper-skinned children now and then tumbling into the water in their 
excitement — William Beebe, Jungle Peace^ p 85 

This nation embraces an increasing number of middle-sized cities, large 
enough to make metropolitan gestures and to entertain metropolitan pre- 
tensions, yet small enough to become infuriated over the same neighborhood 
matters which stirred the passions of the ancestral Four Corners settlement — 
Duncan Airman, Hat per s Magaztney 150 513 

At first a student may have to revise his sentences, consciously 
combining small statements into more complete ones, or adding in- 
forming details, but after a little practice he will automatically put 
more into his statements and so make them sound more mature. 

2d. Exactness of meaning. Conveying exact meaning is largely 
a matter of using words accurately, but it is also a matter of careful 
control of sentences 

One annoying and confusing characteristic of some writing is a 
general fuzziness in the statement, coming perhaps from lack of prac- 
tice in exact phrasing 

Fuzzy Cleat er 

My own outlook on the subject of I am afraid [or some such quali- 

whether I gamed or lost in my first fymg expression] that in mv first 

semester is more inclined to be on semester I lost more than I gained 
the loss side of the argument 

Several of my family have died of I decided to find out whether 

cancer and I didn’t know whethei cancer was hereditary, because sev- 

it was hereditary so I decided to eral of my family had died from the 

find out disease 

Sometimes well meant sentiment that might pass in conversation 
seems nonsensical when it is stated in writing 

When both the team and the student body are in there fighting and cheer- 
ing till the final whistle, they really cannot be beaten, no matter what the 
score 

He has made mistakes, yes, but who hasn’t, we must never criticize too 
severely a man who tries 

The elements of sentence structure that contribute most specifically 
to exact meaning are probably connectives, showing the relationship 
that actually exists between parts of the statement. Consider the use 
of connectives to improve the following loose or inexact sentences 
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Loose or inexact 

The spectatois were keyed up and 
in very good spirits by two o’clock 
when the jumping event began, but 
noihing happened which was out of 
the ordinary, which seemed a terri- 
ble disappointment to them 

The college graduate has been 
confronted with a great many more 
problems than one who hasn’t been 
to college and thus in my estima- 
tion knows more about things in 
general 

Some of the racers are forced out 
of the race because of motor trouble 
or lack of gasoline and when the 
winner finally skims over the finish 
line he is at least a half lap ahead 
of his nearest competitor, although 
occasionally a close race is seen 


More exact relationship 

The spectators were keyed up and 
in very good spirits by two o’clock 
when the jumping event began, but 
when nothing out of the ordinary 
happened they were terribly dis- 
appointed 

Since a college graduate has been 
confronted with a great many moic 
problems than one who hasn't been 
to college, in my estimation he 
knows more about things in genei il 

Some of the racers are forced out 
of the race because of motor trouble 
or lack of gasoline, so that as a inU 
a race is not too close and when 
the winner finally skims over the 
finish line he is at least a half lap 
ahead of his nearest competitor 


Sometimes connectives are omitted entirely. 


He has a very strong will, once his mind is made up no one on eaiih 
can change it, he is rather stubborn at times, still for the most part he tries 
to see the other fellow’s point of view 

The mam trouble with this is not that four grammatically complete 
statements are run together with nothing stronger than commas be- 
tween them, but that the conflicting statements have not been built 
together so that a reader can understand the relationship between the 
stubbornness of the person described and the sympathy with which 
the last clause credits him. 

Because of the difficulty m t/ing parts of statements together, 
students tend to write shorter sentences than they need to Practice in 
writing material with which they are familiar and some study of good 
current prose can do much to show the variety possible and to suggest 
how natural, meaningful sentences are put together. In the following 
passage, taken at random from a biography, each sentence advances 
Its subject and leads a reader easily from one point to another 

A man who accepts a religion without being religious lets himself in for 
more hardships than one would suppose My father persisted most manfully 
in going to church, and he usually entered its portals at peace with the 
world and settled himself down contentedly in his end seat but somehow 
before very long his expression would daiken, as his hopes of hearing a 
sensible service little by little were dashed, and he came out in an inflamed 
state of mind that could not have been good for him. 


246 SENTENCE FORM 



The Episcopal service in general he didn’t criticize, it was stately and 
quiet, but the sermon, being different every Sunday, was a very bad gamble 
And once in awhile there would be an impromptu prayer that he would 
take great offense at Sometimes he disliked its subject or sentiments — if he 
chanced to be listening Sometimes he decided it was too long, or its tone 
too lugubrious I remember seeing him so restive during a prayer of that 
kind, that — although the entire congregation was kneeling in reverence — 
he suddenly gave a loud snort, sat up straight in his pew, and glared at the 
minister’s back as though planning to kick it — Clarence Day, God and My 
Father, pp 17-18 

3. The favorite English sentence 

Meaning and intention are the basis of sentences, and the most 
necessary aspects to consider in writing But our meaning is expressed 
in patterns that have become standardized in the centuries that Eng- 
lish has been a language The pattern most commonly used (“the 
favorite English sentence,” as Jespersen has called it) is the one 
centered grammatically on a subject and verb, the basic relationship 
in the simple sentence and in the clauses that make up compound 
ind complex sentences Fortunately we learn the various patterns for 
sentences by imitation as we grow up Since the written language is 
more exact than the spoken, it is necessary to become conscious of 
some of the patterns, especially those that are debatable or that we are 
inclined to neglect To talk about our sentences, it is necessary to 
he able to distinguish the principal elements of which they are made 
up and to be able to name them 

3a. Elements of the sentence. The relation between the words 
in a sentence may be shown by several grammatical means In “Jim- 
mie’s shoes” and “They saw him” the relation is shown by form, by 
the case ending i and the ease toim him English does not use this 
means very much, since its nouns and verbs have so few forms, com- 
paied, say, with German In “He looked around cautiously” we 
know that cautiously modifies the verb looked around partly because 
ot Its 4y ending (though a numbei of our adverbs do not have the 
4y) Words are also held together by word order, by being in the usual 
position we have come to expect and to understand In “The eagle 
was attacking the fishhawk” our experience has taught us that eagle 
is the subject of was attacking because it precedes the verb, and that 
fishhawk IS the object because it follows the verb. Our adjectives 
usually come before the nouns to which they refer we say ‘a hot 
summer” and we know that in “That summer hot weather came in 
July” hot relates to weather, 
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A word may be related to the rest of the sentence by being m a 
subordinate construction, in a phrase or in a clause. In each of these 
the word group is an element of the sentence, connected to the other 
elements by a function word. In “The beginning of the term” term 
IS related to beginning by the preposition of. In “The first day after 
the term began, she lost her book,” the clause after the term began 
modifies day as if it was a single word, obviously related through 
the conjunction after ^ and term takes its place in the sentence through 
Its place in the clause 

For convenience in labeling the parts of sentences, we can indicate 
the elements by letters and indicate three main levels of relation and 
two others, apposition and connection 

1) Main elements The typical English sentence is composed of a 
subject (s), the starting point of the statement, and a verb (\) or 
linking verb (lv), sometimes called “copula” {he, become, feel, seem). 
The meaning of the verb may be completed by an object (o) or an 
indirect object (lo) or both, and the meaning of a linking verb is 
completed by a complement (c), which may be either a noun or an 
adjective. 

The subject, verb, and object form the frame of the typical sentence, 
to which other elements stand in some definite relationship that can 
be described in grammatical terms. 

These examples show the main elements in ordinary patterns. 

s V o 

Mrs Pennoyer | bought | a dozen eggs 

S LV C 

Harold | felt [ tired 

s ly c 

The highest ranking student | becomes | valedictorian 
s 

That the others might have some trick plays ) 

V lO 

had never occurred | to them 
s V o 

He I said | that they ought to know better 

(Note that in the last two sentences the subject of one, That the others 
might have some tne^ pl(tys, and the object of the other, that they 
ought to \now better, are clauses with subjects and verbs of their own, 
but that they serve the same purpose as a single word or phrase 
might serve.) 

2) Secondary elements. Words, phrases, and clauses that are not 
one of these main elements may be related to the sentence by modify- 
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mg one of the mam elements (The highest ranging student becomes 
valedictorian). These secondary elements, modifiers, may be indi- 
cated by M adjective elements modifying the subject (ms), or modify- 
ing the object (mo), or the complement (mc); adverbial elements 
modifying the verb (mv) 

MS S V O MV 

Coming into the open, [ he | could see | the tracks \ plainly 

MS S MS 

The high school | orchestra, | which was directed by Mr Appley, | 

V MO O MV 

played 1 two 1 numbers I l^eiween each act 

The sentence as a whole is often modified by a word or group of 
words, a sentence modifier (mS) 

mS s V o 

Certainly, | he | knew | it (This differs from “He ceitainl> knew 

It,” in which catcnnly modifies }{iiew) 

mS s V 

When he came into the open, | he | could see | 

O MV 

the tracks | more plainK 

mS s lv 

If we take motive into account, | the crime \ does not seem ] 

c 

so serious 

3) Third elements Other words may be related to the pattern of 
the sentence by modifying these secondary elements (The local high 
school orchestra, more plainly) Since their relationship to the sec- 
ondary elements is like that of secondaiy elements to the main, there 
IS no need for a separate symbol for them, but if it is necessary to 
indicate the relationship, another m (mms for modifier of modifier of 
^nhjecty and so on) can be used 

MMS MS s V MMV MV 

The local high school orchestra | played | unusually well 

There may be further degrees of modification (An almost / com- 
pletely / accurate / description), but since the fundamental relation- 
ship IS the same, it is rarely worth while regarding them as a separate 
rank in describing the movement of the sentence 

4) Appositives Some words repeat the content and function of 
other words, are in apposition (a) to other worejs: 

S SA V c 

The word company | may be | either singulai or plural 
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5) Connectives. Prepositions that introduce phrases, and conjunc- 
tions that introduce clauses are not elements of the whole sentence 
but of the constructions in which they occur. The phrase or clause 
as a whole is an element of the sentence 

Phrase between each act 
Clause when the party broke up 

If a conjunction relates a sentence to the one before, it is an element 
of the sentence and can be indicated as a sentence connective (Sco\) 

MS s Scon lv c 

Sentence connective This plan, | however, | seemed | useless 

6) Order of sentence elements The effect of a sentence depends 
in part on the order in which its elements stand The more elaborate 
the sentence is, the more important is the way it is built up. 

The typical order of the mam sentence elements is subject — verb — 
object or complement 

S V o 

Sixty students | got | permission to leave early 

S LV c 

Ash Wednesday | is | the first dav of Lent 

No matter how many modifiers may be in the sentence, its basic pat- 
tern will ordinarily be s — ^v — o 

The typical order of sentence elements is so much a part of English 
grammar that we really identify subjects and objects by their position 
before or after the verb respectively (Jim [s] beat Frank [o]) This 
sense of position is responsible also for such informal usage as who in- 
stead of whom when as an object it precedes the verb or preposition 
controlling it (Who [in writing usually Whom] was he with'^) 

One standard departure from this typical s-v-o order is inveibioru 
in which the complement or an emphatic modifier of the verb stands 
first, followed by the verb and the subject standing last (c-v-s) Or the 
object or complement may precede the subject and verb in their usual 
order (o-s-v). 

O S V MV 

This book I he 1 was now reading j for the third time. 

c S V CA 

Foolish 1 he | was, | just plain foolish 

Inversion of subject and verb is the usual order in questions: 

vsv o mSvsvo 

Does he think he can fool us? Where did you get it? 

250 sentence form 



Have you a few minutes? 

An emphatic modifier often is the reason for inversion: 


mS V s V o 

Only then did he realize what he had done 


The English habit of placing modifiers close to the words they 
modify IS another important part of grammatical word order. Sub- 
ordinate elements should clearly refer to the words they modify 


Faulty order 

But the principal disapproved of 
the petition and enforced the law 
which he had made with the aid of 
the hall squad 

The jury convicted the defendant 
of assault and battery after deliber- 
ating two hours 


Conventional ordei 
But the principal disapproved of 
the pen Don and with the aid of 
the hall squad enforced the law 
which he had made 

After delibeiating two hours the 
jury convicted the defendant of as- 
sault and battery 


These matters of order are a matter of grammar because they affect 
the meaning of a sentence Order of elements is also a matter of style, 
giving variety and emphasis These uses are discussed in Chapter 10, 
2 and 4 

3b. Compound sentences. Since the majority of sentences con- 
tain more than one clause, the means by which relation between 
clauses IS shown is an important part of grammar The relation should 
be clear to the reader and it should represent the writer’s intention In 
traditional English grammar there are two types of relation between 
clauses in compound sentences the clauses are of equal importance, 
that is, coordinate, in complex sentences one clause is less important 
than the other, that is, subordinate to it We usually identify the 
kind of clause by the connective which introduces it 

1) Compound sentences with connectives The majority of 
clauses in compound sentences are joined by one of three kinds of 
connectives Coordinating conjunctions — and, but, for, nor, or, yet; 
Correlative conjunctions — both . and, either . or, neither . . . 
nor, so as, not only but [but also], whether . or. Con- 
junctive adverbs — accordingly, also, besides, consequently, hence, how- 
ever, indeed, namely, nevertheless, so, and some others 
The first type is by all odds the most common* 

Wc had expec*^cd to get there by noon, but the radiator delayed us 
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The chief danger is an overuse of and when some other connective 
would be more exact, especially a subordinating conjunction. 

Correlative conjunctions are not very much used in speaking or 
informal writing, except either . . . or. 

Either the postman hasn’t come or there isn’t any mail for us today 

Conjunctive adverbs are formal words, out of place in short sen- 
tences — usually but is better than however — and in current writing 
more likely to connect two separate sentences than two parts of the 
same sentence: 

There is a growing body of evidence that no significant growth in person- 
ality IS brought about by such educauon Indeed^ there is some good evi- 
dence that the contrary often occurs, and that the prolongation of formal 
education results in a deterioration of personality — Henry C Link, The 
Return to Religion^ p 145 

Their connecting force is so weak that when used within a sentence 
the clauses are usually punctuated with a semicolon* 

In aristocratic societies — and all of our societies are aristocratic to a de- 
gree — some of these places, being hereditary, require no special ability on 
the part of the incumbents, yet in order to establish them ability was once 
necessary, and some sort of service to the group is required in order to main- 
tain them — D H Parker, Human Values^ p 162 

2) Without connectives When there is no connective between 
the clauses of a compound sentence, the individual clauses are called 
contact clauses, the conventional punctuation between the clauses is 
a semicolon: 

In American sports, especially in baseball, the umpire is not respected, 
he IS frequently challenged, and occasionally threatened by the players, and 
most frequently insulted by the partisan spectators Nevertheless, it is the 
“umpire” aspect of the American government which meets with the least 
suspicion and contempt, the Supreme Court and its members aie seldom sus- 
pected of improper attempts to increase its or their authority — Geoffrey 
Gorer, The American People, p 36 

The two parts of these sentences are loosely related and in many 
styles would stand as separate sentences; but the writer wished to 
hold the ideas together and so made them compound sentences. Pro- 
fessor Summey found that one fourth (102 out of 400) of the com- 
pound sentences in his materials had no connective. Of these 75 were 
punctuated with a semicolon, 13 with a colon, and 5 with a dash. 
These all indicate a break almost as great as the break between two 
sentences. 
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3) Run-on sentences There is more of a problem when two or 
more main clauses are written with only a comma between them (or 
even, in very careless writing, with no mark at all). A sentence of 
this kind is called “run-on ” Judged by their grammatical form the two 
statements could be separate sentences. Whether or not they should 
be written as two sentences or revised in some other way depends in 
part on current practices in punctuation and sentence form, but more 
on the relations between the statements themselves. 

a) Contact clauses In books and articles by writers of high stand- 
ing we find run-on sentences — and they have been passed, further- 
more, by editorial copy readers. Here are a few: 

Men are said to be partial judges of themselves Young men may be, I 
doubt if old men arc — T H Huxley, Autobiography 

She loved Manse, nobody had a nicer little girl, nor a prettier — Dorothy 
C^NHELD, Rough-Hewn^ p 135 

The theatre was dark, the second show was over. — ^Thomas Wolfe, Look^ 
Homeward^ Angel, p 275 

This IS to be our vision of them — an imperfect vision, but it is suited to 
our powers, it will preserve us from a serious danger, the danger of pseudo- 
scholarship They are gateways to employment, they have power to 

ban and bless — E M Forster, Aspects of the Novel, pp 22, 24 

Such sentences have always been common in speech (“Hurry up, 
we’ll be late” — spoken without dropping the voice after up) and re- 
cently, with the increasing colloquialness of written style, they have 
become more common in writing (Nine of Professor Summey’s 102 
contact clauses were separated only by commas.) One of the best ways 
to test such a run-on sentence is to speak it aloud in a natural tone 
If your voice drops as it does at the end of a sentence, it is a comma 
fault and should be written as two sentences or revised to some other 
form If your voice does not drop (“They had to take him out finally, 
he was crying so loud”) and if the two clauses read naturally with 
no more pause than ordinarily stands between two clauses of the same 
sentence, it may be a good sentence. 

In addition to using this oral test, you should consider the close- 
ness of the relation between the ideas of the two clauses. The punc- 
tuation between two contact clauses should represent the writer’s 
intention. A period marks the greatest degree of separation, two state- 
ments that the writer wishes to keep separate A semicolon between 
them means that to the writer the statements are not closely related, 
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but still the relation between them is closer than that between either 
of them and the statement preceding or following. A comma should 
tnean that they are very closely related and that they can be spoken 
as one genuine sentence. 

Besides the relation between the thought of the two clauses, you 
should consider their appropriateness to other features of your writ- 
ing. You should remember the widespread prejudice against run-on 
sentences, and that editors do not often let them stand in matter they 
are to publish. Run-on sentences are almost always inappropriate 
in formal English, which usually avoids colloquial constructions Two 
contact clauses in the midst of a rather fully and formally developed 
passage will ordinarily seem a let-down, a bit of carelessness They 
are rare, too, in discussions of ideas, even when the discussions are 
rather informally written, because exposition primarily shows the 
relationships between statements, and that means, ordinarily, linking 
them by specific connectives Occasionally the relationship is obvious, 
or some other trait of style, especially parallel construction, makes 
running together natural. 

That is why, in the rather ramshackly course that lies ahead of us, we 
cannot consider fiction by periods, we must not contemplate the stream of 
time — E M Forster, Aspects of the Novell p 28 

Contact clauses are most useful in easy, rapid narrative (factual or 
imaginative), in which the clauses are relatively short, approaching 
the short turns of actual speech, and in which relationships tan he 
rapidly grasped without connectives In fact connectives would or- 
dinarily bring an unneeded note of formality into such narrative 
These principles can usually help a writer decide m revising his 
manuscript whether he should let a run-on sentence stand or should 
rewrite it. A sentence like “After stepping back to survey his work, 
he finds that the steps are not even, another brick must be put under 
the bottom one” would not be noticeably bettered if it was made more 
conventional by adding a second tha^ “After stepping back to survey 
his work, he finds that the steps are not even, that another brick must 
be put under the bottom one.” Nor, in a definitely informal context, 
would a more elaborate version of this sentence be an improvement 
“Gosh, I thought, if anything more can happen to us, bring it on, I 
can stand anything now.” 

b) Comma faults. A carelessly run-on sentence is variously re- 
ferred to as a “comma blunder,” a “comma fault,” or a “comma 
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splice ” In the following “sentence” three locutions with a subject and 
complete verb (and so capable of standing as separate sentences) are 
run together: 

Their future looked pitifully black, they were working and getting no- 
where, instead of profiting by their labors they were losing 

Since in reading these aloud your voice drops at the end of each, they 
should be written as three sentences or rewritten in another form. 

Their future looked pitifully black They were working and getting 
nowhere Instead of profiting by their labors they were losing 

After their years of school English, college students should have 
no difficulty in knowing when they have a grammatically complete 
sentence or when they have joined two of them The students who 
turned in these were probably not paying attention to their work: 

We burned wood then and he always made a great deal of noise with 
the lids, you could heat him all over the house 

In the autumn of 1930, foity-eight persons were shot by an order of the 
(lav-Pay-oo, among this group were many distinguished professors 

Probably most of the comma faults in student writing occur be- 
cause the writer has made two sentences grammatically complete in 
form for what should have been made a mam and a subordinate state- 
ment with the relationship between them clearly indicated 

One of the commonest types of comma fault has a peisonal or 
demonstrative pronoun //, they^ thiSy that) used instead of a rela- 
tive pronoun {who, which) 

\J n successful Improved 

1 he Ringer’s crew is made up of The Ranger’s crew is made up of 

2^) professional sailors, most of them 26 professional sailois, most of 
ne of SLandmavian ancestry whom are of [o; most of them of] 

Scandinavian ancestry 

While a boy lives at home he is While a boy lives at home, he is 

dependent on others, they help him dependent on others who help him 
out of his difficulties and provide at out of his difficulties and provide 
least for his necessities at least for his necessities 

Many comma faults are due simply to separating ideas that should 
be fused into one statement. 

U nsuccesi ful .Impi oved 

This last piece of work was very This last piece of work was so dif- 
difhcult, the hack-saw blades grew ficult that the hack-saw blades grew 
hot and broke hot and broke 
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, One part receives the stimulus One part, known as the den- 
from outside and transmits the im- drite, receives the stimulus from 

pulse to die cell, this is known as outside and transmits the impulse to 

the dendrite. the cell. 

The pressmen were a good na- The pressmen were a good na- 
tured bunch who seldom com- tured bunch who usually joked 

plained about their conditions, in- rather than complained about their 

stead they usually joked about conditions 

them 

Another common type of comma fault is one in which a second 
verb IS used in a construction that does not require it as in the 
sentence below. 

U nsuccessful Im pf oved 

Then came the speeches, some of Then came the speeches, some of 
them were very amusing while them very amusing, others very 

others were very serious serious 

In each of the comma fault examples the thought seems to be single 
and rightly put in one sentence but the connection between parts of 
the thought was not made close enough Of course very often sen- 
tences profit from more drastic revision than is shown in these 
examples. 

Sometimes a conjunction can be inserted in a comma fault sen- 
tence that will make the sentence conventionally compound or 
complex ; 

Unsuccessful Improved 

I think It would do a lot of I think it would do a lot of 

Americans good to read this book, Americans good to read this book 

they would get a background on because they would get a back- 

which to form a more exact knowl- ground on which to form a more 

edge of the English people. ' exact knowledge of the English 

people 

Only once in a while will the easiest (laziest) change, repunctuat- 
ing with a period or semicolon, make the sentence really any better. 
A semicolon between the two clauses is often suggested, but it would 
not have helped materially any of the sentences given above and usu- 
ally should not be used unless there is a connective. 

The vigilantes did not bother with courts, which might cause a wait of 
SIX months for satisfaction, [, better here] instead they hung their men as 
close to the scene of the crime as possible and left the body there as an 
example 

The long days of Front and Market streets were a thing of the past, 
[probably better as two sentences] the store now opened for business at 
eight in the morning and closed at six-thirty, including Saturdays 
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Business today does not wait for a young fellow to learn, [, or depend- 
ing on emphasis desired] if the new employee does not seem fitted for the 
job, another is found to take his place 

In reading all of these you drop your voice at the comma, which 
shows that the clauses have the form and value of two separate sen- 
tences. The point to consider is whether the ideas are closely enough 
related to stand properly in a single sentence, and then whether the 
relationship has been shown. The purpose in examining run-on sen- 
tences IS to carry out the writer’s intention, seriously considered, and 
to meet a reasonable expectation of a reader. 

To guard against carelessly run-on sentences (comma faults), some 
teachers ask students to mark contact clauses they wish to leave by a 
star or the word intentional in the margin. 

3c. Complex sentences. Nearly half the sentences in current 
writing are complex, having one main clause and one or more sub- 
ordinate clauses (Professor Summey reports 44 5% complex sentences 
and only 595% compound sentences in his passages ) They are less 
stiff than compound sentences, more varied, and — most important — 
more exact because the connectives are more numerous and more 
special in meaning than the coordinating conjunctions 

Subordinate clauses are related to the main clause by the relative 
pronouns {who, which, that, what) and by subordinating conjunc- 
tions, of which the most common are: 


after 

because 

since 

when 

although 

l^fore 

so that 

where 

as 

how 

though 

while 

as if 

if 

till 

why 

as long as 

in order that 

unless 



1) Relation between clauses The most important fact is that 
connectives represent the relationship between ideas; the exact mean- 
ing of the connective (cause, time, contrast, condition, and so on) is 
more important than subordination or coordination. 

The general principle is that the more important, the principal 
statements should be in independent clauses, and the less important 
should be in subordinate clauses or in phrases. When a main idea 
is made subordinate or a less important one made into a main clause, 
we have “upside-down subordination.” 

The following inexact sentences, with possible revised forms, 
will illustrate how careful subordination can make statements more 
accurate. 
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Inexact 

Illustrations were given in every 
case and the plan was easily under- 
stood, which made it all the more 
interesting 

The Stanley Steamer looked like 
one of those cars of the nineties in 
every way except its wheels, and 
they were changed so as to use 
pneumatic tires. 

Often a grave will contain no 
burial goods Others might contain 
a few tools or beads The latter is 
the more usual 

He may have attended both of 
the preceding classes, and by chapel 
time he begins to feel the desire for 
a respite from mental work 


Revised 

Illustrations were given in e\ery 
case so that the plan was easily un- 
derstood and all the more inter- 
esting. 

The Stanley Steamer looked m 
every way like one of those cars of 
the nineties except for its wheels, 
which were changed so as to use 
pneumatic Ures 

Although often a grave will con- 
tain no burial goods, usually they 
will have a few tools or beads 

If he has attended both of the 
preceding classes, by chapel time he 
begins to feel the desire for a respite 
from mental work 


2) Subordination AND SENTENCE MOVEMENT. The use of subordinate 
clauses is one of the marks of an accurate and mature style Children 
are said to subordinate about fifteen percent of their statements, while 
mature writers subordinate about half of theirs. Sentences with sub- 
ordinate elements are not only more accurate, they give greater variety 
and more exact emphasis than a series of coordinate statements 
The following brief quotation contains six subordinate clauses 
The loss from translating them into simple declarative sentences shows 
something of the advantages of subordination 


Statements subordinated 
The contenuon that democracy 
per se idenUcal with mediocrity is 
a wanton assumption considering 
the fact that democracy, until it is 
realized economically as it has not 
yet been in capitalistic countries, 
has not been med at all Until it is 
tried economically it is too early to 
tell what the common man may 
contribute to uncommon achieve- 
ment in literature and art and 
thought — Irwin Edman, Four Ways 
of Philosophy y p. 155 


Without subordination 
It is contended that democracy is 
per se identical with mediocritv 
This IS a wanton assumption De- 
mocracy not realized economically 
IS not democracy In capitalistic 
countries this has not been tried at 
all [The statements of Mr Ed- 
man’s second sentence are so closely 
interrelated that they cannot be 
broken down into separate state- 
ments in this fashion ] 


Subordination is the principal means of avoiding or overcoming 
choppy sentences. Notice how the following paragraph Was improved 
by subordinating some of the elements. 
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Original paragraph 
We made our second stop at a 
hotel on the top of the mountain 
This hotel, six thousand feet above 
the sea, was equipped with modern 
conveniences We were grateful for 
the limeade at t venty cents and the 
rhum at twenty-five cents The lack 
of ice wasn’t noticeable Any drink 
would seem cool at 102” The 
flower garden around the hotel was 
a welcome relief after the barren 
road we had traveled The hotel 
had a banana plantation of about 
twenty-five trees Our drinks were 
served on a terrace over the garden 


Students revision 
At the crest of the mountain, 
6000 feet above sea level, with the 
temperature at 102®, we welcomed 
drinks of limeade (20c) and ihum 
(25c), which were cooling e\en 
though they lacked ice These drinks 
were served on the terrace of a mod- 
ern hotel that overlooked a flower 
garden and a banana plantation of 
twenty-five trees, a scene that offered 
a pleasant relief from the barren 
road we had traveled 


The final adjustment between main and subordinate statements is 
one of the concerns of revision 

3d. Compound-complex sentences. A rather small number of 
sentences have two or more main clauses and one or more subordi- 
nate clauses 


[First main clause ] The teacher is a kind of medical man [adjective 
clause ] whose purpose is to cure the patient of childishness, [second main 
clause] but he is not allowed to decide for himself on the basis of experi- 
ence [noun clause ] what methods are most suitable to this end — Bertrand 
Russell, “The Function of a Teacher,” Harpet^ Magazine^ June 1940 

Such compound-complex sentences are not peculiar or difficult in any 
way but are the least common of the four grammatical sentence types 
in current writing 


4. Minor sentence types 

The great majority of English sentences belong to the “favorite” 
type, centered on a subject and verb But enough good sentences 
without one or the other or both of these elements occur so that the 
definition “A sentence is a group of words having a subject and 
predicate” is not quite accurate, and a realistic grammar must take 
account of the sentences without these elements. Nothing is omitted 
from these sentences and no words should be “understood” in analyz- 
ing them They are natural forms of expression to be taken just as 
they arc. 

4a. Subjectless sentences. Sentences without subjects are much 
less common than sentences without verbs. There arc a few of a 
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iraditional pattern like No sooner said than done and commands and 
requests (imperative sentences) : 

Don’t let me ever hear you say that again Please try 

Other subjectless sentences are confined almost entirely to narrative 
in which the subject is easily carried over from the context, or to very 
informal and familiar writing. The most commonly omitted subject 
is /, which receives very little stress in speaking. This type of sentence 
is most appropriate in representing dialog in stories or in informal 
sketches of people: 

“Guess I can live on the town if I’ve a mind to Been paying taxes for thirty 
years and more ” — Erskine Caldwell, We Are the Lii/ing, p 219 

They took no interest in civilized ways Hadn’t heard of them, prob- 
ably —Clarence Day, Ltfc With Fathet, p 30 

You needn’t be alarmed about the water’s having fish in it Means it’s 
on the alkaline side — The New YotJ^er, Oct 30, 1937 

4b, Verbless sentences. There are several types of sentence 
without a mam verb that are common and in good if rather limited 
use m all levels of speaking and writing The verbs are not “left out”, 
they are not thought, spoken, or written The statements are com- 
plete and independent without them 

1) Exclamations, from Ouch^ and other monosyllables to What 
a messf and on to complicated phrasing of feeling. 

2) Answers to questions, from Ye^ and No and Not tf I \now 
It, to specific answers to definite questions 

And what was the philosophy behind the Sherman Act and the Clayton 
Act? Individualism, pwe and undefiled ‘ The New Fieedom" Piesident 
Wilson phrased it in literary language “Break up the trusts and let each 
tub stand on its own bottom ” That was the cry among little business 
men — C. A Beard, The Myth of Rugged Amencan Individualism, p 14 

3) Descriptive details, added modifiers Often in passages that are 
chiefly descriptive, especially if the details are given as impressions, 
the only verb possible would be a colorless ts or are or has or kat/e 
Without a verb there is no loss of meaning and there is a gain in 
economy and sharpness. 

And after all the weather was ideal Thev could not have had a more 
perfect day for a garden-party if they had ordered it Windless, warm, the 
sky without a cloud Only the blue was veiled with a haze of light gold, 
as It IS sometimes in early summer — Katherine Mansfield, The Garden 
Party, p. 59 
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There was one in pariicular of Mother looking very roguish and chic in 
her voluminous dress, sitting way up on top of a tall and insolent camel, 
with two big black men in white turbans standing off at one side No other 
member of the pm tv mound Not a soul tn ^ight but the blacky men and 
Mothet Father looked at that photograph often and groaned about it at 
night, and kept shouting things to himself about “the ends of the earth ’’ — 
Clsrenci Da\, Life With Fathet^ p 116 

The fat old porter knocks Ah, me, once more it is dark Get up again 
before dawn A da)\ sf(y outside, cloudy The thi tiling tin\le of innumer- 
able goat-bells as the first fioc){ enters the atv, <uch a rippling sound Well, 
It must be morning, e\en if one shivers at it And at least it docs not ram — 
D H Lawrence, Sea and Sardinia, p 35 

Often in passages portraying a character’s thought there are no 
verbs, increasing the speed and naturalness of movement: 

Principles — he mused — au fond were pocket, and he wished the deuce 
people wouldn’t pretend thev weren’t’ Pockjet, w the deep sen^e of that 
word, of course, self-interest as members of a definite community And how 
the devil was this definite community, the English nation, to exist, 

John Galsworth\, The White Monl^ey, p 3 

4) Apposition AL sentence The sentence in which an adjective or 
other modifier is set beside its noun without a verb is very common. 

\n understatement, this — S E Morison, Harvard College in the Seven- 
teenth Century, p 320 

No verb no predication — P B Ballard, Thought and Language, p 83 

Fasy enougli to argue that the increased estate taxes are devoted to go\- 
ernmental social programs in the public interest 

Hard to drive out the fear of politics in the administration of public 
philanthropy — Nation's Busine<s, Dec 1936 

Appositional sentences often serve as transitions 

So much for the pros iso “English” Now for a more important pros iso, 
that of ‘ period oi periods ” — E M Forster, Aspects of the Novel, p 21 

5) Clauses and phrases Occasionally an expression in the form of 
a phrase or subordinate clause stands alone as a sentence These are 
usually light {Which is another story. Not that it matters ) or almost 
formulas; or sometimes a because or a which clause is set off by itself 
for emphasis: 

There we are, now let us classify them Which he does — E M Forster, 
Aspects of the Novel, p 27 

Marks’ Your marks had to be up to a certain standard You had to get 
good marks to get promoted Into the next grade Into high school Into 
college Marks counted — John R Tunis, Ladies' Home four rial. Sept 1938 
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Such sentences are rare, for usually participial phrases and subordinate 
clauses suggest by their very form that they are dependent upon what 
precedes or follows and should rarely be left standing as sentences. 

4c. Fragmentary sentences. Most other types of incomplete 
sentences are unsuccessful and to be avoided. A sentence part that is 
carelessly or ineffectively punctuated as a whole sentence is called a 
fragmentary sentence. It is usually the result of the writer’s careless- 
ness, or of his not being sufficiently conscious of the relation between 
parts of his statements, or, very often, merely of lack of practice in 
writing. Prepositional phrases, participial phrases, and subordinate 
clauses show by their form as well as by their incomplete meaning 
that they are parts of other constructions and are not meant to stand 
alone. Because readers rightly expect the form of statements to repre- 
sent the actual relation between their parts, editors and teachers expect 
most sentences to fall into the typical s-v-o pattern. 

Here are specimens of three common types of fragmentary sen- 
tences with suggested remedies All of them show by their form that 
they are dependent elements, not stable enough to stand alone. 


1) Participial phrases 

Faulty 

Looking carefully thiough his 
water glass he finds a liner deep in 
the quicksand, lying on her side 
The nearest porthole being twelve 
feet down He dives down to the 
porthole and tries to break it 

National elections and student 
elections in my high school may be 
compared as closely as an object* 
and Its own photograph The only 
difference being in size 

At the end of each reporting 
period each subject was marked 
numerically, on the basis ot one 
hundred The Deportment column 
covering the behavioi of the child 

2) Subordinate clauses 

Faulty 

At the time my old rowboat with 
its three horsepower motor seemed 
to be a high speed job to me Al- 
though It only attained a speed of 
about twelve miles an hour 


Impfoved 

Looking carefully thiough his 
water glass he finds a liner deep in 
the quicksand, lying on her side 
her nearest porthole twelve feet 
down He dives down to the port- 
hole and tries to break it 

National elections and student 
elecUons in my high seliool may be 
compared as closely as an object 
and its own photogiaph, the onK 
difference was in si/e 

At the end of eaeh repoiting 
period each subject was marked 
numerically, on the basis of one 
hundred The Deportment column 
covered the behavior of the child 


Improved 

At the time my old rowboat with 
Its three horsepower motor seemed 
to be a high speed job to me, al- 
though it only attained a speed of 
about twelve miles an hour. 
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Leather-Stocking was first drawn Although Leather-Stocking was 
as an old man and his youth de- drawn first as an old man and the 

scribed last of all While the other other periods of his life were filled 

periods of hts life were filled in tn in in a very erratic order, his youth 

a veiy erratic order Yet he is the the last of all, he is the same char- 

same character from beginning to acter from beginning to end 

end 

Green Mansions is a weird, wan- (irtcn Mansions is a weird, wan- 
dering story, the main part of which dering story, the mam part of which 

IS taken up with description of the is taken up with description of the 

South American jungles While the South American jungles The char- 

(hatactets, who ptovtde a beautifid acters, who provide a beautiful ro- 

romance of the tropical forests, mance of the tropical forests, seem 

seem incidental incidental 

Contrast the two because clauses in the following examples, the 
first of which seems stable because it is in direct answer to a ques- 
tion, the second not stable because it directly explains the preceding 
statement and should be related to that statement: 

Why^ Because service and ethics arc service and ethics, and the business 
of business is business 

Finally another season came to an end but this had been a more happv 
one for me Because I now had my own lx)at and I thought I was on my 
way to bigger and better outfits 

3) Brifi explanatory enumermions especially when introduced 
by a phrase like ""such as "" . 

After these cards have been run through ihe firm knows what volume 
of business has been done during the week in each of the departments Such 
as tobaccos, candies, canned fruits, fresh produce [Simply join to the preced- 
ing sentence, using a comma aftei dc paitnn | 

Weak^ fiagment Improved 

When 1 first arrived all was quiet. When I first arrived all was quiet, 

but soon men began to gather with hut soon men began to gather with 

their dinner pails Some on fcx)i their dinner pails, on foot, in wag- 

others in wagons, and the higher ons, and the higher class in Model 
class in Model T Fords F Fords 

Most fragmentary sentences like these are careless, and a writer revis- 
ing his paper with attention and care would not let them stand. 

In deciding whether or not to let a minor sentence form stand in 
your writing, apply the principle of appropriateness and consider the 
types of reputable ones described in sections 4a and 4b. Certainly 
remove those that are careless and that suggest by their form that 
they should be built on to neighboring sentences. In rather formal 
writing, an incomplete sentence that is not of a generally recognized 
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pattern like an answer to a question or an cxclamauon is usually out 
of place. In informal writing there is more leeway, but still you should 
remember that most readers are more or less offended by departures 
from the typical English sentence patterns. 

Teachers and students will not always agree on whether a par- 
ticular minor sentence is legitimate or a fragment, any more than 
professional writers and editors of publishing houses agree on such 
matters. But the classifications we have suggested should make it 
possible to agree on grounds of effectiveness and appropriateness 

To guard against careless incomplete sentences, some teachers ask 
students to indicate that one is intentional by putting a star or the 
word intentional m the margin. 

5. Writing and revising sentences 

It is much easier to describe sentences than it is to make sugges- 
tions for writing them effectively One reason is that we are not 
conscious of individual sentences in speaking — and shouldn’t be in 
writing. We can figure out the plan of a paper before writing, and 
we can see the general form of a paragraph in our mind before put- 
ting It on paper. But sentences are best written without too much 
conscious attention — and then revised 

The points that have been made in this chapter should be applied 
in revision, when you read over what you have written and can con- 
sider matters of form without interfering with your thinking Some 
analysis of sentences may be necessary, to show how they are put to- 
gether One method of analysis is shown in section 3a dividing a 
sentence into its word groups, the ’elements of which it is made up, 
and then seeing the relation between these, the subject-verb-object 
relationship and the words to which the modifiers are related. 

Some conscious practice, as in exercises, may be useful to focus 
attention on different phases of sentences and to give practice in re- 
making them Then you can do the same to your own sentences, if 
they need it. Gradually your first draft sentences will improve and 
less revision will be necessary 

If you have got as far as college without picking up the funda- 
mental patterns of English sentences, you should make up for lost 
time in a hurry. College students and college teachers shouldn’t waste 
their time on sixth-grade work. But no matter how correct your sen- 
tences may be, there is still chance for further growth in other qualities. 
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Various Classifications of Sentences 

1 By type of statement (Chapter 9, § 2a) 

Declai ative ( statements) 

Intenogative (questions) 

Exclamatory (exclamations) 

Imperative (commands, requests) 

2. By number and kinds of clauses (Chapter 9, § 3): 

Simple A single independent clause 

Compound Two or more coordinate clauses 

Complex One independent clause and one or more subordinate 

clauses 

Compound-complex Two or more independent clauses and 
one or more subordinate clauses 

3 By order or elements (Chapter 9, § 3a, Chapter 10, §§ 2a, 

2b, 2c) 

Direct (m) s v o (m) 

Inverted v s o 
Intetrupted s (m) v (m) o 

4 By stopping point (Chapter 10, § 2d) 

Loose Meaning and construction complete before end 
Periodic Meaning and construction complete at end 

5 B\ amount of meaning (Chapter 10, § 1) 

Segte gating Relatively short 

Aggie gating Relatively long, statements combined 

6 By grammatical form (Chapter 9, §§3, 4) 

''Favorite" English sentence Subject and verb nexus 
Subjectless sentence Lacking stated grammatical subject 
Vet bless sentence Without a conventional main verb 
Fragmentary sentence Unsuccessful without main verb 
Comma fault Clauses unsuccessfully combined without con- 
nective 

7 By background (Chapter 9, § 1) 

Informal Conversational, background in ordinary educated 
speech 

Foi mal Background in formal, public speech 
Bookjsh Literary or unusually formal writing 
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Practice in writing will show real effect in increased skill in com- 
posing mature, meaningful sentences. Letters, papers in other courses 
as well as in the composition course, even short impromptu bits jotted 
down and thrown away will help One of the surest ways to grow in 
these details would be to write something every day, even if it wasn’t 
more than half a page, and glance it over for sentence form Any 
practice in writing you can give yourself will show in increased con- 
trol of sentences If you remember that the reason for examining and 
discussing sentences is to make it easier for you to convey your mean- 
ing to readers m language forms that are appropriate and effective, 
the work will be rewarding and can even be interesting. 


Suggested study and writing 

These exercises are to acquaint students with different kinds of 
sentences and to give practice in analyzing the function of elements 
within sentences. Additional practice on other aspects of sentences 
may be found in the exercises for Chapters 4 and 10. 

!• The following paragraph has been revised so that both im- 
portant and unimportant ideas are given approximately equal empha- 
sis Recast and combine the sentences, adding connectives where 
desirable, to stress important ideas and subordinate less important 
ideas. 

Now I don’t believe in the factory’s producing happiness I have said 
this before I am, nevertheless, willing to believe in it You do believe in 
happiness resulting from steam power Show me one or two examples of it 
Show me your own happiness from it I can show you examples of happi- 
ness without It I can show you millions of happy people These people 
are made happy by their own industry I can show you farms in Bavaria, 
Switzerland, the Tyrol, and similar places These men and women are 
happy They have no mechanical power Show me one happier English 
family It has the products of the steam engine I can be convinced by any 
sort of evidence Bring me the testimony of one or two English families 
Perhaps you can’t do that Can you convince them?^ Perhaps actually they 
are happy They may not realize it They claim not to be — Adapted from 
John Ruskin, “Fors Clavigera” 

2 . Various types of errors in sentence form are illustrated in these 
sentences from student papers* comma splices, ineffective fragments, 
upside-down subordination, shifted constructions, inexact connectives, 
ambiguity or contradiction in meaning. Point out the specific kind 
of error in each sentence group and indicate how the passage might 
be revised. 
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1 There are many types of soil in the United States, thus making con- 
servation a difficult pioblem 

2 If a fellow has been fortunate enough to attend prep school and been 
made to study, college studying comes much more easily to him if he 
wants an education, but there are many things much more interesting to 
him than studying but now there is no one going to tell him that he had 
better get his homework in 

3 There are various forms of eczema In infancy this disorder occurs 
on foreheads Or often in the folds of the elbows and knees Food protein 
causes this 

4 John IS really a fine boy and a sophomore at the local high school 

5 The tendency in recent years has been toward urban living Chiefly 
because there is a greater vaiiety of employment in the larger metropolitan 
areas, such as New York, Chicago, and Los Angeles 

6 At night the snow falls like a shower of feathei weight diamonds seen 
in artificial illumination, each flake has its own particular mission, however 
devious its path That is to reach the earth 

7 Should children take music lessons against their wills ^ This is a big 
question There is both a pro and a con for an answer I myself do not 
think that a child should be forced to take music lessons 

8 A very close friend of mine was forced to learn to play the clarinet He 
stayed with it only three months From then on he used the clarinet to scare 
the pigs, as he lived on a farm An investment of about $80 thrown away 
\s they say, you can lead a horse to water, but vou can’t make him drink 

9 College professors are better teachers than high school teachers The 
reason for this, college professors are more up to date on their subjects at 
all times, generally 

10 One thing that the author used throughout the article that made it 
easy to read was his use of examples familiar to every reader 

1 1 The social life in the sororities and fraternities helps the student to 
get acquainted with many new people They have their exchanges, among 
different organized houses, dates are arranged for fellows and girls wdio 
would not otherwise meet 

12 The system employed by our journalism advisor facilitated the use of 
everyone Each week a new person would have his name opposite “Editor- 
in-Chief”, therefore, a new type of front page would be produced, instead of 
one specific type of front page for the whole semester 

13 Observing the passengers on the bus as I ride to and from seh(X>l 
each day, I have learned tliat a man’s occupation cannot be determined 
from his appearance, but even more revealing would be to discover moie 
about each person’s character and interests 

14 We were so weary when we returned from that mountain trip We 
found it difficult to keep our eyes open while eating dinner 

15 Some crops need ceitain minerals which are found in limited quan- 
tities in the soil, thus the same crop planted year after year would eventually 
consume all the minerals in the soil, causing the soil to lose its fertility 

16 Am writing on this subject because I have been interested in it for 
many years Have studied it in high school and read about it whenever 
I had time 

17 When approximately a freshman in high school, one of my elective 
subjects was the Oral Expression class, believing such a class might possibly 
be an aid in speech, helping to overcome my self-consciousness 
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18 Being m a hospital bed all day for seven days the scene outside my 
window was different every day 

19 I kneeled on my right knee and brought the riBe to my right shoulder 
and about fifty feet away was a buck deer running for safety I fired one 
shot at him while running and missed, causing him to stop and look at me 

3 . Copy the following sentences from a student theme and an- 
alyze the mam elements in each See pages 248-251 for illustra- 
tions of this method First indicate by symbols the subject (s), 
verb (v) or linking verb (lv), and the object (o), indirect object 
(lo), or complement (c) Then show the modifiers of these elements 
by symbols (ms, mv, mo, mio, mc, and mS [sentence modifier]) Use 
vertical lines to mark off mam elements State whether the sentences 
arc simple, complex, compound, or compound-complex 

1 Perhaps no onp is better aware of the weaknesses which characterize 
mankind than is the modern advertiser 

2 He knows that through careful appenl to these shortcomings he can 
compose advertisements that will get results 

3 We are easily confused by the names of things, and in this fact lies 
unlimited opportunity 

4 Clever advertising can lead us to confuse brand names with the cate- 
gories to which these brands belong 

5 Such trademarks as Coca Cola, Spam, Simonize, and Frigidaire are 
examples of the success ot this “organized confusion”, many people, for 
instance, think all electric refrigeiaiors are Frigidaires, and all canned meat 
IS Spam 

6 The one weakness most widely cukuated by the advertisers, however, 
is our susceptibility to flattery 

7 When a woman is told that the only way in which she differs from 
some current film beauty is in a quality that a certain face cream will piovidc 
her, she wants to believe this is true 

8 And we are also continually being told that the world will recognize 
our intelligence and discrimination if we use a particular brand of cigarettes 

9 So popular is this advertising device that whole volumes could be 
filled with examples of us use 

10 But why repeat what everyone in this country already knows? 

4, Make a similar analysis of the sentences in these paragraphs: 

1 (1) The great adventure of modern American education has just be- 

gun (2) During recent decades many of the schools have been built, the 
colleges expanded, the teaching staffs assembled (3) The students have 
come to the schools (4) In 1920 only 32 per cent of adolescents of high- 
school age attended school, in 1940, 73 per cent (5) This year about two 
and one-half million students are enrolled in American colleges and uni- 
versities. (6) In the past generation we have had, as it were, a shakedown 
cruise (7) Now we must settle down to the serious enterprise of trying 
really to educate all American youth to the extent of their capacities — 
Thomas Clark Pollock, “English for Maturity,” College Engltshy Feb 1949 
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2. (1) Patton labored under continual anxiety (2) Cautious, hard-work> 
ing, and terribly ambitious, he was the kind of competitor who, in the 
old Greek phrase, always smelled of the oil of the gymnasium rubbing 
room (3) At West Point he never missed football practice but could never 
make the team (4) At polo he developed slowly, by dint of enormous 
concentration and heavy expenditure for mounts (5) His highest handi- 
cap, 4, was attained in 1932, when he was forty-seven years old (6) He 
built up his professional skills in the same way, by internal sweat, but he 
had them ready by the ume of the war (7) The clownish, swashbuckling 
facade was as spontaneous as the lobby display at Radio City Hall — A J 
Liebling, The Wayward Pressman, p 144 

3 (1) Sometimes we talk simply for the sake of hearing ourselves talk, 

that IS, for the same reason that we play golf or dance (2) The activity 
gives us a pleasant sense of being alive (3) Children prattling, adults sing- 
ing in the bathtub, are alike enioying the sound of their voices (4) Some- 
times large groups make noises together, as in group singing, group recita- 
tion, or group cifanting, for similar presymbolic reasons (5) In all this, the 
significance of the words used is almost completely irrelevant (6) We may, 
for example, chant the most lugubrious words about a desire to be carried 
back to a childhood home in old Virginny, when in actuality we have never 
been there and haven’t the slightest intention of going — S I Hayakas^a, 
Language tn Thought and 'ictwn, p 71 

5. Make a similar analysis of the sentences in one of your recent 
papers. Are the relationships between different parts of your sen- 
tences clear and reasonably exact, or do some of the statements seem 
merely to be tacked on^ Do you tend to use one type of sentence 
structure more than another^ On the basis of your analysis, what 
particular points in sentence structure should you bear in mind when 
revising future papers ? 

6. In your reading of expository material, look for examples of 
-writing (not dialog or direct discourse) that seem to you to approach 
good conversational speech When you have found an example, copy 
the passage, with the name of the author, title, and date of the pub- 
lication, and a statement about the kind of material with which the 
article is concerned Be prepared to comment on specific features of 
the writing that led to your choice — sentence length, movement, omis- 
sion of connectives, choice of words or idiom. Is the style appropriate 
to the audience for whom it is intended? 

7. Study the sentence structure in full page advertisements of 
popular magazines — The Saturday Evening Post^ Collier's^ Good 
Housekeepings Ladies' Home Journals Times Newsweeky Life. Which 
of these sentence types predominate: declarative,. interrogatory, im- 
perative, exclamatory? What generalizations can you make about 
the sentence length in these advertisements and their use of ‘'minor 
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sentence types”? What specific devices are used m the writing to 
capture and hold the reader’s attention 

8. Here are six definitions of sentences, some written many 
years ago, others of recent date Read them carefully, and then answer 
the questions that follow 

1 A sentence is a gioup ot woids that expresses a complete thought — 
George Lyman KixTRFDOfc and Krank Edgar Farley, An Advanced English 
Grammar (1913) 

2. A sentence generally is dehned as one thought completely expressed 
m words — Charles Harvf\ Raymond, Essentials of English Composition 
(1923) 

3 The sentence is a complete communication in words, containing a 
verb of independent rank, vMth its subject — Janet R Aiken, A New Plan 
of English Grammar (1933) 

4. It seems wiser for the grammarian not to attempt any scientific defini- 
tion of the sentence, but to lesi content with some approximate desenpuon, 
such as the statement, for example, that sentences are the separate structural 
units into which thought is broken as it proceeds step by step in a sequence 
of expression — C^eorge P Krafp, The Knowledge of English (1927) 

5 A verbal expression of an idea the structure of which accoids with 
requirements of formal unity in communication, typically, an associating 
of a person, thing, or qualitv, expressed in the subject, with an action, state, 
or condition expressed in the ptedicate — By permission From Webster’s 
New Collegiate Dictionaiy, copyright, 1949, by G & C Merriam Co 

6 A linguistic form (a word or a sequence of words arianged in a 
grammatical construction) which is not part of any larger construction, 
typically expressing an independent statement, inquiry, command, or the 
like, eg, Ftref or Summa is hen or Who's there? — From The Amettcan 
College Dictionaiy, copyright, 1947, 1949, by Random House, Text Edition, 
copyright, 1948 by Haiper 6^ Brothers 

a) What points ot agi cement and disagreement can you find 
among these definitions^ Would you expect all dictionary definitions 
to agree 

b) What exceptions can you think of to any or all ot these defini- 
tions ? 

c) Why is a sentence difficult to define? 

d) Can you make a satisfactory definition? If not, do you think 
you have, nevertheless, a fairly good working idea of what a sen- 
tence IS? 
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CHAPTER 

Qualities of sentences 


TOPICS OF THE CHAPTER 

1 Sentence length 

3 

Sentence economy 

la Segregating 


3a Removing 

sentences 


deadwood 

lb Aggregating 


3b Direct phrasing 

sentences 


3c. Long and short 

Ic Length o£ sentences 


constructions 

today 


3d Reducing predication 

2. Variety in sentence 

4 

Sentence emphasis 

movement 


Mechanical devices 

2a Varying position 


4b. Intensives 

of modifiers 


4c Repetition 

2b Inverted movement 


4d Separating 

2c. Interrupted 


elements 

movement 


4e Position 

2d. Loose and periodic 

5 

Sound and rhythm 

sentences 


5a Qualities of sound 

2e Parallelism and 


5b Rhythm 

balance 

U 

Ciood sentences 


Compocicion /' un aptt joymng together of 
wo7dti in sue he o,dt) , that neither the eere shal 
tspie any jene, noi yet any man shalbe dulled 
with oveilong diawing out of a st ntence — ^Thomas 
Wilson (1553) 

Liteiaturc maintain \ an endless quarrel with idle'" 
sentence ^ — Roht rr L\ ikI 

Foj of utteung them alone, theie aie three ways 
of ttying to mahe them attractive when uttered. 
You may state them about twice as big as they 
are, or about half a^ big as they are, or, if you 
have sJ(tll and complete confidence in your sl{}ll, 
you may state them only just as big as they are — 
C. E Montague 





SUGOESTIONS FOR USING THE CHAPTER Although this discussion of 
the qualities of style in sentences continues closely the topics of the precede 
mg chapter, it piobably will be more piofitably tak^en after wording on 
some other aspects of composition An undei standing of the qualities of 
style can be furthered by leading good prose, with some discussion of 
sentences, and especially by reading the sentences aloud. 


C HAPTER NINE discusses chicfly grammatical points, matters of 
fundamental form that are to be considered m nearly all sen- 
tences. It IS necessary, for instance, for the subject and object 
to be clear and the modifiers rightly placed The form of a sentence 
should appear stable and intentional to the reader and lead him to a 
direct understanding of its meaning. But there are a number of more 
variable qualities of sentences in which a writer has more leeway, more 
freedom for personal choice He may make his sentences long or short, 
direct or involved, emphatic, rhythmical — he may or may not use 
many facilities of the language, as his habits or taste or purpose sug- 
gest. These are not matters of grammar but of style They raise ques- 
tions of appropriateness and effectiveness rather than of correctness. 
It is in these qualities that one writer’s sentences differ from another’s 
An examination of these will show many possibilities for growth in 
effectiveness and individuality of writing 

1. Sentence length 

The most obvious of these characteristics is length, because a con- 
spicuous and basic difference between sentences is in the amount of 
substance they contain. Some writers tend to give a detail or two in 
each sentence, others build several details together into longer, more 
complicated sentences The shorter type, which isolate details, are 
segregating sentences; the longer type are aggregating sentences.^ 
A writer naturally uses a variety of sentence patterns, but usually he 

^Scc Rudolph Flcsch, The An of Readable Writing (New York, 1949), Chapter 11, 
E H Lewis, The History of the English Paragraph (Chicago, 1894), especially p 56; 
Rickert, Chapter 4 
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RELATED CHAPTERS AND ARTICLES: 


Chapter 8, Kinds and Qualities of Paragraphs 
Chapter 9, Sentence Form 
Chapter 12, Qualities of Words 
’^Allitei ation 

* Assonance 

* Dead wood 


*^Lmphasts 

^Experiment in English 

^Heightened style 

^Repetition 

"^Rhythm 

*Style 


IS inclined, intentionally or not intentionally, toward one or the other 
of these types 

la. Segregating sentences. The shorter type of sentence is char- 
acteristic of most newspaper writing, of much business writing and 
advertising, of familiar writing, as m diaries and letters, of most 
stones today, and of many discussions of ideas in both books and 
magazines At the worst, these sentences become choppy and jerky, 
breaking the ideas into too small units for a reader to follow con- 
veniently, or they become unemphatic and monotonous, tiring a 
reader if they occur in long sequences. At the best, the ideas come di- 
rectly, follow each other naturally, as they were thought, or at least as 
they would be spoken Shorter sentences can be taken in more rapidly 
in silent reading, but this probably is more a consequence of their 
necessarily rather direct movement than of the length alone. 

Here are two examples of segregating sentences The first is from 
a journal The 8 sentences range from 1 to 17 words in length, averag- 
ing just under 10. The clauses are short and uninterrupted, one 
statement following another as in conversation. 

Oct 7th, Monday — Morning Overcast and bleak The sea looks icy It 
IS the coldest it has been We are expecting the Piercys to lunch, but I 
doubt if they will come Stephen thinks Yes so we are keeping big fires 
going in the dining room and sitting room I cut and arranged all fresh 
flowers, but my hands almost froze while I was outside Ellison’s ears and 
nose are scarlet, and his eyes watering, but he keeps saying, "'This isn’t 
cold” — Elizabeth Etnier, On Gilbert Head, p 115 

In the following paragraph, a discussion of an idea, the sentences 
range from 5 words to 69 in length, but over half of them are between 
8 and 17 words, and they average 16. Except m the two longer sen- 
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tences, the ideas are analyzed, almost presented singly 'The word 
dresses the stage. The word brings on the actors. The word supplies 
their look, their clothes, their gestures.” In a different style these 
might be fused into one sentence, but here they appropriately stand as 
three. The paragraph is a well connected chain of reasoning. 

The first fact which everyone knows is that radio is a mechanism which 
carries to an audience sounds and nothing but sounds A radio play consists 
of words and word equivalents and nothing else There is no visible actor 
disguised to assume a part There is no stage-set contrived to resemble a 
place There is only the spoken word — an implement which poets have 
always claimed to use with a special authority There is only the word- 
excited imagination — a theater in which poets have always claimed peculiar 
rights to play Nothing exists save as the word creates it The word dresses 
the stage The word brings on the actors The word supplies their look, 
their clothes, their gestures The more packed and allusive the word, the 
more illuminating its rhythms, the more perfectly is the scene prepared, the 
more convincingly is the play enacted On the stage, verse is often an 
obstacle because the artifice of the verse and the physical reality ot the 
scene do not harmonize it is for this reason that verse is easily accepted on 
the stage only where the scene is made remote in time and therefore artificial 
to begin with, or where the verse is blurred out and made to sound as much 
as possible like prose But over the radio verse is not an obstacle Over 
the radio verse has no visual presence to compete with Only the ear is 
engaged and the ear is already half poet It believes at once creates and 
believes It is the eye which is the realist It is the eye which must fit every- 
thing together, must see everything before and behind It is the eye and not 
the ear which refuses to believe in the lovely girlhood of the middle-aged 
soprano who sings Isolde, or the delicate, water-troubling slenderness of 
the three fat Rhine maidens ridiculously paddling at the ends of three steel 
ropes With the eye closed or staring at nothing verse has every power over 
the ear The ear accepts, accepts and believes, accepts and creates The ear 
IS the poet’s perfect audience, his only true audience And it is radio and 
only radio which can give him public access to that perfect friend — Archi- 
bald MacLeish, The Fall of the City, Preface 

Since the sentences of most students tend to run rather short, the 
point of this section is not so much to encourage the use of short 
sentences as to suggest that even when they predominate they can 
be purposeful and so related to each other that they advance the 
thought closely and evenly. A run of sentences from any part of 
the MacLeish paragraph will illustrate this 

1b. Aggregating sentences. Longer sentences, in which several 
contributing details are presented as a unit, are characteristic of formal 
styles, especially of discussions of ideas; they are also fairly common 
in fiction, especially in descriptive passages, and in newspaper leads, 
where an attempt is made to summarize the most important informa- 
tion of a news item in the first sentence or two. The following ex- 
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amples show how naturally several details may be fused into a unit 
if they appear to the writer to be closely related. The first example 
has 87 words 

And so far, the reconversion to peacetime movies seems to have produced 
even fewer outstanding films than during the war years, when at least we 
had Sahatay Gang Ho, Action in the North Atlantic, Guadalcanal Dtaiy, 
Bataan, and i few more, to le ven the hundreds and hundreds of mere- 
tricious, formula bound “war pictures” which brought the war down to a 
H-movic level and thus insulted millions of men and women joined in a 
sciious effort that deserved either artistic interpretation or silent approval, 
hut surely nothing in between — Hudd ScuuLBrnc, Dartmouth Alumni Maga- 
zine, April 1947 

The second example, of 90 words, is more simply constructed, since 
Its length comes in part from enumeration 

In general it may be stued, without further attempt at proof, that the 
bisK fcituie of the new' economic system that must be built is the provision 
in a.np^e quantities to all the populace of the basic material needs, food, 
clothing, shelter and other present-day necessities and reasonable luxuiies, as 
a community lesponsibihty similar to the provision of a postal seivice, water, 
[X)hcc and fire protection, education, parks and national defense, and that 
this involves public ownership of the basic means of production and distri- 
bution, and a contiolled monetary mechanism — Ai frfd M Ringhvm In- 
\uigcnt Amcuca, pp 4-5 

Both of these sentenccb ate considerably longer than their authors’ 
averages They show how a rather long segment of thought can be 
presented as a unit Each has one mam clause and three subordinate 
clauses but a characteristic of each is a number of full phrases, often 
with several modifiers (“millions of men and women joined in a 
serious elTtirt” — “the basic material needs, food, clothing, shelter and 
other present-day necessities and reasonable luxuries’') We certainly 
would not want our reading to consist entirely of such sentences, but 
an occasional well filled statement am give firmness to a passage and 
IS likely to be a sign that the writer is presenting his subject fully, 
with plenty of details, and binding these together into meaningful 
units 

1 c. Length of sentences today. In current writing the sentences 
are notably shortei and more direct than they were two or three gen- 
erations ago ^ A passage from The New Yorl^er “Talk of the Town” 
averaged 29 1 words to the sentence; one from a short story by Kath- 
erine Mansfield aveiaged 18 Typically the sentences m newspapers 

^ boi comparison see L A Shciman, Analytics of Literatine (Boston, 1893), Chap- 
ter 19, ‘ Literary Sentence-Length m English Prose,” and following chapters 


SENTENCE LENGTH 275 



and popular magazines average from 10 to 20 words; the sentences in 
more restricted periodicals and serious books average around 25 or 
30 words. (The first 21 sentences of this chapter range from 6 to 40 
words and average 19.9.) Longer sentences are found in discussions 
of ideas and in formal styles; shorter ones in rapid narrative and in- 
formal writing. Children begin writing short sentences and gradually 
increase their length and complexity until as college students they 


approximate those of professional 

writers, as shown in the 

follow- 

mg table : 

A vet age number of 

woids to the sentence 


4th grade 

11 1 words 

High school freshmen 

17 3 

6th grade 

12 

sophomores 

17 8 

7th grade 

13 5 

juniors 

18 

8th grade 

15 2 

seniors 

19 8 

University freshmen 19 9 



upperclassmen 
Professional writers 


21 5 
20 9 


M I Stormzand and M V O’Shea, f/o«/ \/«r/r English Gramma)'^ p 19 


The sentence averages of a student whose sentences were growing in 
maturity would show a rough correspondence with these figures, 
though the figures given for university upperclassmen and certainly 
those given for professional writers may be a little lower than is 
really typical 

These figures are averages^ and to give an average of 20 there are 
usually sentences in the forties to balance the very short ones. The 
graphs on page 277 of the sentence lengths in two passages show a 
characteristic range and variation. Commonly there is a run of two or 
three rather short and then two or three longer, rather than a massing 
of either or an alternation of both Although a writer usually has a 
definite tendency to one or the other type of sentence, he will vary con- 
siderably: In the volume of short stories Winner Take Nothings on 
pages 12 and 13, Mr Hemingway’s sentences run from 1 to 21 words, 
with an average of about 8 ^ 2 ? but in a different story (pages 63-65), 
they range from 16 to 133 words with an average of 49 There is more 
variety in the length of sentences today than the averages indicate, 
though the typical length is distinctly lower than in the nineteenth 
century. 

You should know whether in general you tend to build your ma- 
terial into aggregating sentences or tend to present it in smaller units, 
in segregating sentences. Then in revising a particular paper you 
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The first fifty sentences tioni In \kinoiiatn \\ I B Vtejndtccs, Fifth 
be/ies, by H L Mencken lange liom 5 to 63 words, aseraging 19 7 

If your sentences in an expository paper average less than 18 or 20 
words or more than 30, you should look at them to make sure, if 
the figure is low, that you are building your details together into 
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mature sentences or, if the figure is high, that the sentences are clear 
and appropriate to the material. There is no special virtue in long or 
short sentences, but length may be a symptom of other qualities, 

2. Variety in sentence movement 

Senes of sentences of about the same length and of the same gen- 
eral pattern are monotonous The foui below (which were written 
as a paragraph in a review) are not only of about the same length, 
their structures are practically the same 





Length 

/ c ngfh 




in 

in s\l- 

s 

V 

o or c 

words 

lahlc, 

It 

takes 

great courage to write on ideas 

8 

11 

They 

are 

such treacherous things 

5 

7 

They 

are 

a constant source of dispute 

7 

9 

They 

defy 

successful exposition 

4 

10 

Varying 

the length helps avoid such monotony, 

but even moic im- 


portant is varying the form, the order and kinds of elements fashioned 
into the sentences. The basis of variety lies in stress and rhythm, the 
emphasis on individual words, the pauses between and mton.ition of 
the various elements of a sentence These are more obvious in speech 
but are sensed even in reading The range of possible sentence mosc- 
ments is so large that here we can point out only a few of the 
general types 

2a« Varying position of modifiers. Since the regular s-v-o order 
of English sentences is generally followed, the chief source of variety 
IS the many possible positions fgr modifiers Because the subject is 
usually a conspicuous and emphatic word, a senes of sentences begin- 
ning with their unmodified subjects tends to become monotonous 
If modifiers of the subject or of the whole sentence occasionally stand 
first, the monotony is broken Notice the different movement of 
these openings: 

The attempts were failures 

The first serious attempts were failures 

In spite of their seriousness, the first attempts were failures 

Although he worked with great seriousness, his first attempts were failures 

An occasional sentence beginning with a long phrase or with a 
subordinate clause takes the stress away from the subject and makes 
for variety. Professor Summey found (page 241) that about half his 
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sentences began with the subject (often with an adjective modifier) 
and over a quarter began with adverbial modifiers, ranging from 
connectives like however and sentence adverbs like certainly to long 
phrases and whetiy if, although clauses Similarly the sentence may 
end with the object, or with a modifier of the object, and phrases 
and clauses can fall between the elements 

In a textbook passage with six similar facts to state, half the sen- 
tences begin with the subject and half with modifiers that vary the 
sentence opening 

[Subject ] The thcoictual type seeks to grasp the nature of things [Ad- 
verbial modifier of sentence j When the reality sought is not local and 
temporary but cosmic, wc have the religious type [Adverbial modifier of 
sentence ] When not the abstrict relations but the peisons about one are 
valued, we have the <oaid type [Adverbial phrase ] In the person for 
whom individinls are significant not for themselves but as piwns in a gime 
lor povvei, wc have the political type [Subject ] The economic type finds 
value in the relations of gam and loss (Subject ] Tlie csthetie type values 
the I clarions between sensorv objects that arc clncctly and immediately 
satisfying — Garonpr Miriuiv, l\f^onalit\, pj) 283-84 

2b. Inverted movement. A less common means of varying the 
sentence pattern is invct sion, m which the oiclei of the mam elements 
cle{)arts from the usual s-v-o Some inversions are puiely giammatical, 
IS in cjuestions (Can von come tomorrow'^ How could you sav 
that^), but m other constructions a writer has a choice of inverting 
oi not A complement oi an emphatic modifier of the verb ma\ stand 
liisf, followed by the verb and then the subject (c-v-s, \iv-v-s), or a 
ccMiiplcment or object may picecde the subject and veil) (o-s-v) 

\1\ \ s MS 

1 hen j c unc ) the meitcst tic it [ of all 
o s \ MV 

1 Ins job I he I kept | six vc ns 
c s I V Sm 

\ bargain | it ( w is, j n di it jiiice 

Inversion is not very common and ordinarily is not used unless the 
woids put first really deserve special emphasis It has been a man- 
nerism of Time magazine (“Singular was the U S attitude m one 
respect”), which The New Yoil^ef critically parodied, “Backward ran 
the sentences until reeled the mind ” 

2c. Interrupted movement. As a rule we do not put words be- 
tween the major elements of a sentence unless they are short modi- 
fiers closely related to one of the main elements (as in “He does not 
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always pay his bills promptly”). If the modifiers arc long or not 
very closely related to the mam elements, the movement of the sen- 
tence IS sufficiently interrupted to affect the impression: 

This background of crusades and crimes, with imaginary castles and gaU 
lows in the distance, shed a kind of glamour on the lives of these mild 
Quakers, who, in spite of the Quaker ban on woildly fiction, must, it appeal 
have been reading Waverley Novels on the sly And was it not for them 
all perfectly authentic'^ Had not one of them crossed the Atlantic and 
made a special pilgrimage to Scotland, and there, on the spot, when vhiting 
the estate of this family, been overcome by a profound conviction of its 
truth? . What genealogist could demand, what documents, the family 
felt, could provide, more convincing evidence than that? — Logan Pears \ i l 
Smith, Unforgotten Years, pp 6-7 

Such interruptions give variety to sentences, but they also make 
dower and sometimes even difficult reading. They are more char- 
acteristic of conspicuously formal style than of current informal style, 
m which such modifiers are likely to precede or to follow the main 
sentence elements Usually it is better to allow only very short modi- 
fiers to come between the main sentence elements. The following 
sentences show how awkward interruption usually is in ordinary 
writing. 


Intel lupted 

During the summer of 1942, I, 
as did so many others, found the 
draft board casting a significant eve 
in my direction 

Ski trails down the sides of the 
biggest mountains in New England 
were cleared 

Then he impresses on the fresh- 
man the fact that he is getting the 
pictures practically at the price the 
materials on which they are printed 
cost 


Direct 

Like so many others in the sum 
mer of 1942, I found the drait board 
casting a significant eye in mv 
tlirection 

Ski nails were cleared down the 
suits of the biggest mount iins in 
New England. 

Then he impi esses on the fiesh- 
man the fact that he is getting pic- 
tures practically at the cost of the 
material they are printed on 


2d. Loose and periodic sentences. A sentence m which the 
meaning is not completed until the end is called periodic; a sentence 
which continues after the mam statement is complete is called loose. 

[Periodic] He who starts on a ride of two or three thousand miles may 
experience, at the moment of departure, a variety of emotions. [Loose] 
He may feel excited, sentimental, anxious, carefree, heroic, roistering, 
picaresque, introspective, or practically anything else, but above all he must 
and will feel a fool [Loose] It is like sitting down to read the Faerie Queen 
right through, only worse [Periodic] Not yet broken in to the stately un- 
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hurrying tempo of the caravans, not yet absorbed in the life of the road, 
he finds, in the contrast between the slowness of the first short stage and 
the hugeness of the distances before him, something keenly ridiculous 
[Periodic] His imagination and his sense of drama reject so little a beginning 
to so great an enterprise [Loose] His mind is full of the immensity of his 
ambitions, his body, sitting on a horse, makes the first move towards their 
fulfillment at a pace which is often exceeded by old ladies m bath chairs 
He feels a fool. — Peter Fleming, News ftom Tattary, p. 107 

Loose sentences are characteristic of our conversation, in which we 
typically add subordinate statements after the main statement. Peri- 
odic sentences are somewhat more formal. The reader’s or listener’s 
attention is suspended until the end; he has to hold the complete 
sentence in mind rather than let later elements modify the earlier 
parts. The danger of periodic sentences is that they may seem un- 
natural, the danger of loose sentences is that they may be unem- 
phatic. We could wish that the last clause of the following sentence 
was omitted or tucked away somewhere in the unemphatic middle. 

It IS becoming a commonplace to say that in thought and feeling, or at 
least in the language in which they are expressed, we are living m some 
bygone century, anywhere from the thirteenth to the eighteenth, although 
physically we belong to the twentieth century — John Dewpy, hidividitalt^tv 
Old and New^ p 13 

The two following sentences are loose and would be as natural to 
conversation as to writing 

One rather felicitous definition runs as follows — Culture is what is left 
over after you have forgotten all you have definitely set out to learn” — 
and in this sally you get at leist a useful warning against associating culture 
too closely with the academic paraphernaln of education — John Cowpfr 
Povws, The Meaning of Cult me. Preface 

For Pope was merelv repeiting St Thomas, who had written twenty 
volumes to reassure a woiUl on the verge of doubt — twenty volumes to say 
that It was really right that things should be wrong, God only knows 
why — Carl L Bfckfr, Tlu Heavenly City of the Eighteenth-Centwy 
PhilosopheiSy p 67 

This last sentence above could be stopped comfortably at three dif 
ferent points (after St, Thomas^ verge of doubty should be wrong) 
and yet it is a complete and satisfying unit. 

The following sentence is periodic: 

An intelligent and experienced observer of affairs at Washington has said 
that all political questions which he has heard discussed in Washingtor 
come back ultimately to pioblems connected with the distribution of tn 
eome — John Dewey, lndtvtduaU>m Old and New, p 97 


V\RIETY IN SENTENCE MOVEMENT 281 



This periodic sentence is perfectly natural, yet by postponing the 
crucial phrase till the end it holds attention all the way and gives 
an intensified emphasis to the distribution of income. 

There is no reason to strive for either loose or periodic movement, 
especially in a generally informal style made up largely of segregating 
sentences. By far the larger number of sentences are loose For this 
reason an occasional sentence in which the meaning is not completed 
until Its end contributes not only suspense but variety. 

2e. Parallelism and balance. (1) Parallel movement In Chap- 
ter 4, §6 we learned that putting parts of the sentence that are of 
equal value in the same (parallel) construction was one way of mak- 
ing the sentence a unit. More elaborate parallel movement becomes 
an element of style and stands out sufficiently among the more casually 
constructed sentences to give a note of variety It is more character- 
istic of formal than of informal writing 

The first of the following examples of parallelism is natural and 
simple; several of the later ones are elaborate and rather conscious 
examples of parallelism controlling the movement and rhythm of 
their passages, but still the parallel locutions are sufficiently varied in 
length and form so that they do not seem monotonous: 


She walked slowly, big flakes 


falling on her lamb coat and 
clinging to hair over her ears . . 
MoRLr’i Cai I xf.HAN, 4 'Native Argo^^y, p 


155 


The good life is one I! inspired by love ind 
II guuled by knowledge 

Berirwd Russi 1 1 , What / Bcluvt p 2.S 


Although some were shouting, 

II like the men and women on the pier, 
although some were hysterical, 

II like the men and women crowding around the plank, 
although some were dazed, 


there was a difference between them md the 
persons who awaited them 

Leanf Zugsmith, Home Is W licit You Hang Your Childhood, p 65 
The teacher must realize 

that usage varies from the grossly illiterate to the most pieeise 
of literary distinctions, 

that the line between permissible and nonpcrmissible uses is 
by no means fixed, and 

that the correction of expressions accepted by a high per- 
centage of linguistic experts is a sheer waste of time 
An Experience Curriculum in English, p 241 
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Don Andres de Ribera, the Viceroy of Peru, was the remnant of a delightful 
man, broken by the table, 

the alcove, 
a grandeeship and 
ten years of exile 

As a vouth he had accompanied embassies to Versailles and Rome, 
he had fought in the wars in Austria, 
he had been in Jerusalem 

He was a widower and childless of an enormous and 

wealthy 

woman, 

he had collected coins a little, 
wines, 
actresses, 
orders and 
maps 

I From the table he had recened the gout, 
j iroin the alco\e a tendency to convulsions, 

Irom the grandeeship a pride so 11 vast and 

II puerile 

that he seldom heard anything that was said to him and 
talked to the ceiling in a perpetual 
monologue, 

from the exile, oceans of boredom, 

a boredom that wms so per\ isue that it was like pain — 

he II woke up with it and 
II spent the day with it, 

and It sat by his bed all night watching his sleep 
Thornton Wildi-r, The Bnd^t of San Luts Rcy^ p 170 

2) Balanced sentences When the parallel locutions, especially 
clauses, of a sentence are noticeably equal in length and similar in 
movement, the sentence is called balanced. Even in a plain style, 
balanced sentences are fairly common for emphatic statements and 
especially for comparisons and contrasts. 

They have been educated to achieve success, few of them have been edu- 
cated to exeicisc power — W alter Lippmann, A Preface to Motals, p 66 

The busy years hastened away, the traces of Time’s unimaginable touch 
gitw manifest, and old age, approaching, laid a gentle hand upon Victoria. 
The grey hair whitened, the mature featuies mellowed, the short firm figure 
amplified and moved more slowly, supported by a stick — Lytton Strachey, 
Qticen Vtctotia^ p 374 
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3. Sentence economy 

Economy in writing means leading a reader to your exact mean- 
ing without unnecessary handicaps to understanding. Few, simple, 
exact words are its basis, but the pattern in which the words stand 
has a good deal to do with it The fewest words and simplest con- 
structions are not always the most economical, for they may over- 
simplify the message, or they may limit its readers to those who are 
practiced in following a compact style But unnecessary words and 
needlessly complicated expressions cannot be economical. For amateur 
writers the chief way to economical expression is to remove offending 
expressions in revision until after a while they fail to appear even m 
the first draft. If you train yourself to be sensitive to waste in ex- 
pression, you will soon learn to avoid being wasteful 

3a. Removing deadwood. Dead wood is a convenient label for 
a lazy word or phrase that adds nothing to the meaning of a sentence. 
A bit of deadwood can be omitted with no loss at all in meaning and 
with positive gam in neatness Note the bracketed phrases here 

Every thinking person these days seems inclined to agree [with the con- 
ception] that the world has gone mad 

Anyone acquainted with violin construction knows that the better the 
wood IS seasoned, the better [the result will be as far as] ihe tone of the 
instrument [is concerned] 

An efficient high school system [of today] should include adequate pro- 
vision for manual training 

To my surprise the damage was not as bad as I had expected [it to be] 

[It was] during this time [that] the greatest number of cases came down 

[There is] only one excuse [that] is acceptable, [and that is] “I have a 
class this hour ” 

It was the first time [in my life] I had seen Niagara Falls 

The part played by tradition in the civilization and culture of a people is 
nowhere more fully exemplified than in [the matter of] student influence 
in China and Latin America 

At the end of an hour and a half we arrived at [the spot where] the red 
flag [was situated] 

The following statistics [serve to] give a good idea of the effects of 

tobacco. 

When the stain is dried, the entire surface of the desk is steelwooled to 
take off any excess stain [that may be present] 

He kept things moving at breakneck speed throughout [the entirety of] 
the performance 

A common type of dead phrase is the addition of color to a word 
that can mean only color (‘'green color”), number to a number (“nine 
in number”), shape to a definite form (“rectangular m shape”), or 
locutions like the following: 
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The architecture [of the houses] and the landscaping [of the grounds] 
whisper a word of town pride to the passers-bv 

A few words are particularly common — and doubly bad in that 
they not only add useless weight but often take the emphasis from 
more important words 

iiatwe He was never popular because he was awkward [by nature] 
vanety During the past spiing and summer there has been a noticeable 
dearth of A pictures and not many more pictures of [the] class B [variety] 
character The second was quite different [in character] 

These things, though [of a] useful [character], were not what he wanted 
happen [It happened that] we were exactly the same age 
case While this prohahlv would be true in some cases, 1 do not think 
It would be true of the average case [‘ While this might sometimes be true, 

I do not think it would be typical” — or something like that ] 

Many of them have been put to death in individual cases [Many indi- 
viduals have been put to death], and the whole race has been disfranchised 
and expelled from their professions 

Itnt He had always thought he would do something along agricultural 
lines [in agriculture] 

This particular nuisance m writing is one of the easiest to correct 
and prevent Elimination of deadwood is one of the easiest ways to 
begin the attack on fuzzy writing 

3b. Direct phrasing. Besides avoiding words that contribute 
nothing to the meaning of a sentence a writer needs to watch for 
expiessions that use too manv words for conveying a single notion, 
that IS, he should avoid ciicumlocution The fewest words are not 
always the best form, but a conspicuous number of roundabout ex- 
piessions result in flabbiness Thev make the writing seem immature, 
and tiie a reader. 


Wordy 

Duiing the time that she was m 
Los Angeles, she had at least six 
different jobs 

We must realize the faet that the 
producer’s hand is fell at every 
stage of producing a pictuie 

The way psychologists measure 
ability IS by tests 

It has some of the best ski trails 
in the country and as far as the 
other cold weather sports arc con- 
cerned, they have them too, along 
with one of the most fashionable 
hotels in the country 


Revised 

While she was in Los Angeles, 
she had at least six different jobs 

We must realize that the pro- 
ducer’s hand is felt at every stage of 
producing a picture 

Psychologists measure ability by 
tests 

They have a very fashionable 
hotel, all the cold weather sports, 
and some of the best ski trails in 
the country 
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Here are some typical examples of circumlocution: 

desttoyed by fire means bwntd 

come tn contact with usually means mett or \notv 

the nects^aty funds usually means no more than the money 

in this day and age means today 

the wrt of metal they use for plating the Jiiny paits of automobiles mijL^ht 
mean chiomium 

Because in speaking we often use moie words than are neccssai\, 
we need to be especially careful in our writing, where circumlocution 
is more conspicuous 

3c. Long and short constructions. English offers a choice be- 
tween a long and short way of expressing a number of relationships 
Relative clauses frequently do not show a relative pronoun “the pro- 
fessor I saw'' IS as good as “the professor whom 1 saw " Not all 
clauses have verbs ''If possible, come a little early'' or "If it pos- 
sible" The conjunction that may or may not be used “Wc like to 
think that our scholarship standards are higher than yours” or “\\ c 
like to think f ] our scholarship standards are higher than yours 
The choice between these forms is a matter of style, to be deter- 
mined by appropriateness Formal English uses relatively few ot the 
short expressions, tends to fill out all constructions Informal Eng- 
lish uses them more freely, very much more in speaking than m 
writing In revising a paper a writer can usually tell from the move- 
ment of the passage whether or not he should make his constructions 
more complete In ordinary informal writing a fairly freepient use 
of the short forms makes for naturalness 

3d. Reducing predication. An “idea” — a small part of our me.in- 
ing — may be expressed in one of four grammatical units in a word, 
a phrase, a subordinate clause, or a full sentence The form ought to 
be roughly proportional to the value of the idea, important ones in 
the longer and more weighty forms, less important ones in the more 
economical forms. In the following example of the scale of expres- 
sions, we would probably all agree that the first was the most appro- 
priate, the most economical for an adequate expression of the notion 

Word The snow blanhettd the countryside 
Phrase The snow, ltl{e a blanl{ety covered the countryside 
Clause The snow, which lay libe a blanket, covered the countryside 
Sentence The snow lay like a blanket Ii covered the countryside 

Obviously the chief difference is between the first two, which con- 
tain one verb, and the last two, which contain two predications 
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Modern style tends to use fewer predications, fewer clauses, than 
F.nglish style of a century ago One mark of amateur writing is the 
use of a predication for an idea that a more practiced writer would 
reduce to a phrase or a single word. 

Amatew More economical 

Labor was quick to realize the Labor was quick to realize the 

idvantages of this new form of advantages of this new form of 

j)assivc resistance, and hcjoic tht passive resistance, and within a 

siucieding year rolled around^ no year no less than two hundred sit- 

Icss than two hundred sit-down down strikes had been reported 

sf kes Ind been reported 

\ few of the fellows who wete A few of the less senotis fellows 

I( St nous would go to a bar wheie would go to a bar foi a steals dm- 

they would have a sttaf{ dinnti and ntr and a jew glas<c< of heei 

a ft w glasses of beer 

1 am a native of Flonda and am 'Is a native of Flondoy I am very 

vciy ghd to write on this subject glad to write on this subject Or 

Since I am a native of Florida, I am 
vciy ghd to write on this subject 

Wc taxied back and forth in tront We taxied back and forth in front 

ol the starling line, waiting im- of the starting line, waiting im- 

pUitntly for the sound of the gun patiently for the sound of the start- 

whuh would mean that tht latt tng gun 

uas started 

C)t course as wc write, wc c ui t always be stopping to ask oui selves, 
IL w much IS this idea worth'' Ikit in levising papers, especially in 
the eailv stages of out willing cxpcricnci, we will occasionalK find 
It wtnth while to see if we have made the expressions longer than 
neccssaiN to expiess our complete meaning Writing can be made so 
com[)act that it is bare and hard to tollow, but few beginning writeis 
need to worry about that "1 hey need to be encouraged to use a more 
tid\, more economical style Length in a paper does not come from 
piling up words but Irom piling up matenal^ ideas, and especially 
details of observation that convey meaning. Proper economy comes 
from tiying to say more in a given number of words. 

4. Sentence emphasis 

1 he emphasis in a piece of writing comes prinapally from the use 
of strong and distinctive words and from a progressive arrangement 
of statements in paragraphs and of the paragraphs in the whole. But 

SENTENCE E>tPHASIS 287 



sentences contribute to this general impression, and the general meth- 
ods of order, proportion, and mass also apply to them. Economy is 
an important factor, for wordiness buries the meaning. In this sec- 
tion we shall look at some specific means to sentence emphasis, 

4a, Mechanical devices. Writing and printing have various 
mechanical means — underlining (italics), capitals, emphatic punctua- 
tion — for stressing words and passages. These devices are used by 
amateur writers often in an attempt to make up for deficiencies in 
style or content and usually result in the “forcible-feeble,” as in this 
speech, a crucial one in the novel from which it is taken: 

“/ go on through^'' he repeated earnestly “I have suffered — but I know 
that I am Destiny’s darling* you have suffered but yow, /oo, can cany 
on through^ . Take it from me* I know* In spite of all the little de- 
tainments, disappointments, disillusionments — / get the lucky bnak^f I 
get the signal to go forward^ I ha\e been delayed — long — long — long — 
but — at length — 7 get the GREEN LIGHT*” 

With increased skill in writing, a person relies less and less on 
these mechanical devices He depends more and more on distinctive- 
ness of expression, position, and other rhetorical means of showing 
that one statement is more important than another 

4b. intensives. There are several ways of emphasizing meaning 
by the use of special words, particularly in colloquial language A 
speaker can stress a too or very or much so that it will have a good 
deal of force (and the activity of the stress gives him a certain phvsical 
satisfaction) On paper these intensives are less convincing, in p.irt 
because the tone of voice is lacking and, at least in careful prose, in 
part because written style is likelv to use words more accurately 
than oral 

A number of adjectives and adverbs are primarily intensives* much^ 
veryy such, too, highly, certainly, extremely, tremendously They may 
be used for a just emphasis, but they usually suggest an oral stress and 
are often out of place in writing Too many of them suggest the 
schoolgirl style Most small profanity belongs in this category, the 
words allowing a satisfying stress and bite and not contributing other- 
wise to meaning. 

In writing, quite often a statement would actually be stronger if 
the intensive was omitted or if the oral type of sentence was changed 
to a written form: 

Wc had [such] a lovely time at your party 

Everybody was [so] tired after the holiday round of parties 
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In pushing the product the slogan has [surely] been [unquestionably] 
of paramount importance 

The colloquial superlative, used to indicate a considerable degree 
of a quality instead of the greatest, is a typical intensive in conversa- 
tion, but not so appropriate to writing. 

She had the nicest manners [tor nice or some more exact adjective] 

He IS a most important figure in the book [an important figure] 

The pronouns in ^selj are idiomatic mtensives in all levels of usage: 

He picked the flowers himselt 
I must see Catherine herselt 

Lately personally and in peison have been used as substitutes for 
/iini^elf, herself^ and so on, especially in business English and in slang 
or familiar conversation 

It turned out to be Jimmy in person 

He picks the necessary vegetables toi dinner out of his small personal 
garden [out ot his own garden] 

Theie are scores of words of rather intense meaning — thnlly in* 
tiiginng, devastating, passion — all of which have their necessary and 
legitimate uses and all ot which are likely to be abused when applied 
to some feeling that does not really deserve such a vigorous word. 

The use of such mtensives should be a matter ot appropriateness, 
especially ot appropriateness to the subject But otten, particularly 
in speech, their appropriateness to the person who is using them is 
more important At their best they may represent a vigorous and 
emphatic personality, at their worst they show insensitiveness to the 
values of words If they are overused, they are sure to result in a 
weakening of statements. 

4c. Repetition. (1) Unhvppv repetition. Using the same word 
stvcial times in a short space is often unavoidable, but repetition of 
woids IS unpleasant when the writer has a wide possible choice. Such 
repetition may be the result of small vocabulary, but most of it is 
due to plain laziness or inattention to writing — certainly to a lack of 
revision Both small vocabulary and carelessness are back of the five 
beaiitt]ul\ (not to mention one beauty^ in this: 

The landscape is beautiful There are myriads of beautiful, stately trees, 
which contribute greatly to the beauty of the place in every season of the 
year There arc also many beautiful wild flowers and othe** pretty forms 
ot undergrowth The climate and the absence of smoke and dust of the 
city makes it very easy to cultnatc a beautiful lawn, with flowers and shrubs 


SENTENCE EMPHASIS 289 



The lake is a wonderful part of the landscape. There are many beautitul 
views in different times of the day and season. 

More typical of careless repetition are such sentences as these 

This dam was without doubt going to be the largest [dam] in the vvoi Id 
[The problem of] feeding her ever increasing population is one of Japan’s 
most acute problems. 

Repetition of whole phrases is likely to be more objectionable, be- 
cause naturally a group of words attracts more attention than a single 
word: 

The next morning we noticed the river had risen considerably and was 
flowing at a very fast pace We decided to resume our journey immediatelv, 
and soon we were once more traveling downstream, but this time at a 
much faster pace [better even faster]. 

The writer of that passage either has an insensitive ear or else he did 
not read his paper over. We feel sure it was carelessness when wc 
find this a little later: 

Twice I thought our canoe would surely upset, and I could see the tcilow' 
sitting in the middle [of our canoe] was scared to death. 

Especially to be watched is repetition of the same word in two 
different senses, easy to do in English because of the number of 
meanings many words carry. 

My marks showed a marked improvement 

No President in time of war has dared to fight the powerful fmaiitnl 
interests of this country who have interests in the belligerent countries 

A slightly diffeient form of careless repetition is doubling the mean- 
ing of a word unnecessarily We .write continue on when continue 
IS enough, repeat again when we mean merely repeat. 

The modern college student [of today] 

In this modern melting pot, I found people [there] who were unac- 
quainted with the English language 

I believe that colleges should offer scholarships but they should not offer 
only athletic scholarships [alone] 
the [resultant] effect 

He told us that if everyone was free Thursday evening [that] we would 
meet then 

Dams have been built with [about] four or five sluices in them [Fotir 
or five is indefinite enough without the about ] 

I know many officers who try to give you any possible assistance that 
they can. 

First we should understand what equipment and paraphernalia are nec- 
essary for this sport. 
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The remedy for all this loose, careless repetition is the same: care- 
ful revision. Reading a paper aloud is perhaps the surest way to catch 
such lapses, since our ears will sense more than our eyes. 

2) Successful repetition. Repetition of words and repetition of 
ideas in other words are useful stylistic devices. Repetition may help 
hold a passage together, it may emphasize ideas, and it may suggest 
emotion. 

A controlled repeating of key words is useful in keeping the 
reader’s attention focused on the subject, and it is especially helpful 
in binding sentences together. Writing of the Supreme Court, you 
will have to mention the Supreme Court frequently and it is often 
better to say Supreme Court than to hunt for trite synonyms (like 
the highest tribunal ) . Simply see that the sentences are economically 
constructed to avoid unnecessary repetition and that pronouns are 
used where they can be. 

The repetition of name and choose and select binds together the 
thought of this paragraph and emphasizes its meaning 

Therefore, in every fresh application of a name we can discern two acts 
first, the choice of a detail in the thing named, and second, comparison in 
that detail of the thing named with other things These two acts are always 
in a certain sense one, for it is the memory that makes the choice Naming 
things is like cutting doughnuts here is an undifferentiated mass of dough, 
uixin which the cutter, which remembers the character of other doughnuts, 
descends aiul makes after that character a definite excerpt Exactly thus a 
word descends into a general impression and selects out a clear exfienence 
It selects an experience similar to the ones which it remembers But since 
in this ptocess sometimes the act of selecting, and sometimes the act of 
lemcmbering, is emphasized, we can divide names accordingly into two 
classes There are names which predominantly choose, and names which 
predominantly compare The words shaggy and lazy^ for example, choose 
a feature of the horse, but they leave those memories with which it is to 
be compared, undefined Pot-bdlted and sttawberry roan, on the other 
hand, not only choose the part and the color, but they also declare the com- 
parison to a remembered pot and a remembered strawberry All names 
ire of one or the oilier of these two types — Max Eastman, Enjoyment of 
Poctiy, p 40 

Repetition of phrases and constructions is often a matter of emo- 
tion and feeling, and may contribute to rhythm. In the following 
passage the repeated sentence (which occurs frequently in the course 
of the story) becomes a refrain: 

Night af tei night Tom watched the sheep upon the downs with empty 
hollow sockets, till his dead hair grew and covered his poor dead face, and 
hid the shame of it from the sheep And the wind blew and blew. 
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:>omeamcs on gusts or wina came some ones tears, ana oeat ana Deat 
against the iron chains, but could not rust them through And the wind 
blew and blew — Lord Dunsany, A Dreamer's Tales, p 160 

Such repetition is rare, o£ course, and confined to imaginative or 
emotional writing. Mr. Eastman’s repetition is more typical of factual 
writing No writer needs to fear repeating the key words of his sub- 
ject, and rightly used their repetition will add emphasis. 

4d. Separating elements. In speaking, one of the most used and 
most effective means of emphasis is a pause. It allows what has just 
been said to sink in, or if the voice is suspended, it throws emphasis 
on what is to follow It is difficult to transfer this effect to the written 
page, but something of its value can be had by keeping construc- 
tions separate. 

The most emphatic separation, of course, is into individual sen- 
tences 

You do not revise dogmas You smash diem — Randolph Bourm, “What 
Is Opinion?” The New Republic, August 18, 1915 

Internal punctuation, commas and especially semicolons, keep state- 
ments separate and tend to force a pause even in quick eye reading 

One remembers the old stones of invisible kingdoms where princes lived 
with ladies and dragons for company, and the more modern fairy-tales in 
which heroes drift in and out of dimensions more complex than the orig- 
inal three — John Steinbeck and Edward F Ricketts, Sea of Coitez, p 80 

There are three ways of seeing animals dead and preserved, in their 
own habitats for the short time of a low tide, and for long periods in an 
aquarium — Ihtd , p 189 

(Commas could have been used, instead of semicolons, in those two 
sentences.) 

In a senes of parallel words or constructions, repeating the con- 
junctions or prepositions may add emphasis to the individual elements. 
Contrast the movement of the two versions of these sentences 

The collecting buckets and tubes The collecting buckets, tubes, and 

and jars were very full of speci- jars were so full of specimens that 

mens — so full that we had con- we had constantly to change the 

stantly to change the water to keep water to keep the animals alive 

the animals alive — Ibid , p 78 

In the course of a lifetime of In the course of a Iifeume of 
voyaging he went to China, to In- voyaging he went to China, India, 

dia, to all parts of Africa, and even all parts of Africa, and even the 

to the Arctic. Arctic 

An abrupt break m the direction of the thought movement may 
make for sharp emphasis, especially in informal writing: 
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A hardness about this technicolor epic makes it difficult to enjoy all the 
way through — the eventual hardness of the theater seat 
Just when you were beginning to get adjusted to Olsen and Johnson’s 
out-patient clinic of the psychiatric ward, bang^ you had fifty pounds of 
ice in your lap. 

4e. Position. An important means of emphasis is position^ order- 
ing the words and parts of the statement so that the stress falls un- 
mistakably on the exact words you want it to. The most emphatic 
position is ordinarily the end of a sentence, and the next most em- 
phatic is the beginning. 

Since the subject of a sentence is usually an important element, it 
properly has the initial emphasis, although often some other element 
deserves first position. The frequent use of “anticipatory subjects’* 
{there is, there were, tt is) is consequently weakening: 

AtUutpatoty subjects More emphatic 

There are many people who read Many people read history to raise 

history to raise their self-esteem their self-esteem. 

There is some evidence pointing Some evidence points to the grad- 

to the gradual disappearance of ual disappearance of hazing in our 
hazing in our colleges colleges 

Departures from the normal word order, as described in §2 of 
this chapter, are usually for emphasis on the words put first: 

Charles he had beaten twice, but never his brother 
And last of all came the man they had expected would be first 
This we have, this you cannot give us, hut this you may so easily take 
away — G Lowes Dickinson, Letter fiow a Chinese Official, p 38 

The ends of sentences deserve more attention As Barrett Wendell 
put It, sentences should “end with words that deserve distinction.” 
Since we cannot foresee the ends of our sentences in speaking, we 
are likely to add various unemphatic elements and in general let them 
run downhill In writing we have the opportunity to revise our sen- 
tences and give them more definite form 

Unemphatic Revised More emphatic 

In regard to hedging, we had a We had a hard time trying to 

hard time trying to understand its understand the complexities of 
complexity hedging 

This IS nobody’s fault but their With few exceptions, this is no- 
own with few exceptions body’s fault but their own 

It IS easy to avoid such lapses from firm expression, and it is easy 
and natural, with a little practice, to end sentences strongly. This 

SENTENCE EMPHASIS 293 



often means putting elements m an order of climax^ that is, arranging 
words, phrases, clauses, or sentences in an order of increasing value 
The increase may be m mere physical length, for usually in a series 
of phrases or clauses the longest is put last The increase may be in 
force of sound or distinction of phrasing Or the increase may be in 
complexity of meaning or of emotional or ideal value The scale of 
value of course is the speaker’s or writer’s, it is his sense of the impor- 
tance of the various bits of his idea represented by the climax 

Here is a conventional climax pattern, with the last of the three 
parallel phrases the fullest in expression and the most important for 
the writer’s purpose at the moment 

They come from an intellectual level where confoimity seems the highest 
of goods, and so they lack the primary requisite of the imaginative author 
the capacity to see the human comedy afresh, to discover new relations be- 
tween things, to discover new significances in man’s eternal struggle with 
his fate — H L Menckin, F//M p 177 

The climax in the following sentence represents the writer’s em- 
phasis, since she is most interested in the word conjuring 

To be young is always a difficult, dangerous, ind confusing business— - 
but It can seldom have been so difficult, so dangerous, and abo\e all so 
confusing, as in England during the first ten years of the tvsentieth cen 
tury — Ann Bridge, EnchauUt " s Niqht^hadt p 

Climax is the natural order for arranging the items of a series 
unless there is some necessary or logical reason for another order 
Failing to use a climactic order results in a weak sentence oi, if ih^ 
last member of the series is conspicuously less important than the 
preceding, in definite anticlimax 

It spoiled the rest of the summei tor the boys and diMppoinied them 
terrifically 

No degree will be confcired or ccitificate given unless the applicani shall 
have sustained a good moral character settled all college bills, and leturned 
all books and paid all fines to the libraiy 

Intentional use of anticlimax is one of the sources of humoi 

“Because Luxembourg is divine,” he said, his eyes lighting “I spent a 
most wonderful vacation theie a year or two ago It is a cameo, a nuni.itiire 
It IS a little country and everything in it is little the inns, the mountains, 
the waiters, the people, the prices [anticlimax] It is divine’ ’ — Irwin 
Edman, Philosopher's Holiday ^ p 65 

Emphasis, like most sentence qualities, is to be tested in revision, 
when a writer takes the role of reader and tries to make his words 
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represent to someone else his own view of his subject. Finding ways of 
making this emphasis is one of the most challenging parts of writing 


5. Sound and rhythm 

Although prose is not expected to appeal to the ear m the same 
way that poetry does, unpleasant sounds or combinations of sounds 
are a slight handicap in reading, even in silent reading, and more 
pleasing sounds often add a positive pleasure Sound is not such a 
conspicuous trait of prose as it was when reading aloud was more in 
vogue The average news story, planned for eye reading only, is a 
form of punishment when read aloud, and so is much writing of 
other kinds But a pleasing sound is a characteristic of most satisfy- 
ing prose Reading aloud is one test of good prose and should add 
something to the reader’s enjoyment 

5a. Qualities of sound. A pleasing sound depends in part on 
avoiding unnecessary harsh sounds (too many g’s, dg's^ and so on), 
groups ot consonants that are hard to pronounce (as in “propelled bv 
the repeated and seemingly needlessly brutal remarks and jabs of the 
detectives”), and combinations of easily confused sounds (like / and 
sh “T his seething mass of shiny sea shells began to wrestle and box”) 
Such sounds are awkward, and so also are too many conspicuous 
unstressed syllables (“seemingly needlessly”). 

The repetition of the same or similar sounds is a factor in binding 
words togethci, as well as of giving immediate pleasure in reading. 
Rime, which is so important in unifying verse, is out of place in prose, 
where a noticeable rime sound is usually offensive But an occasional 
and natural use of some of the other figures of sound may serve to 
bind together words and phrases 

One ol the commonest of these is * alliteration^ the same sound at 
the beginning of words or of stressed syllables within words: 

tliL sh ulow anil /nish ot the //.iiinictl past 
the /ecai and /eastc of /western life 

Alliteration runs not in much light writing and in advertising slogans 
(“a wispv, waspy waistline”), but, used more sparingly, it is char- 
acteristic ot a good deal of other writing 

As^onancey similar vowel sounds in syllables that have different 
consonant sounds, is quite common in prose* 

a peifiinie esu/ped on the g/zle 
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5b. Rhythm. We do not need to go into an elaborate study to 
realize that prose has a definite i£ varied rhythm, that stresses differ 
in intensity and in number and m combination. 

A conscious concern for rhythm is dangerous unless you want to 
write patterned prose But you can at least avoid long series of un- 
stressed syllables that will give a weak or flabby effect; you can avoid 
tacking on a phrase after a movement has reached an effective stable 
point; and you can make sure that the stresses do not become mo- 
notonously regular. 

Probably the fundamental difference is between a simple move- 
ment that suggests the rather casual rhythm of conversation and the 
more elaborate and varied rhythm that suggests formal or ‘‘literary’’ 
prose. 

Some of the general differences between these two movements will 
be felt in reading aloud two such sharply contrasting passages as the 
following: 

Walter had just turned the corner of Charles Street into Seventh when 
he saw her She was standing a little way up the block talking to a fellow 
in a black overcoat and a black felt hat, and just the way they were stand- 
ing — the fellow leaning back against the wall of the building there and she 
crowded close against him, looking up at him — was enough to let Walter 
know the kind of talk they were having Almost without thinking he 
stopped and stepped back a pace down Charles, out of sight around the 
corner — Robert M Coates, “The Net,” Short Stones from the New Yot 

In the stillness of the air every tree, every leaf, every bough, every tendril 
of creeper and every petal of minute blossoms seemed to have been be 
witched into an immobility perfect and final Nothing moved on the river 
but the eight paddles that rose flashing regularly, dipped together with a 
single splash, while the steeisman swept right and left with a periodic and 
sudden flourish of his blade describing a glinting semi-circle above his head 
The churned-up water frothed alongside with a confused murmur And 
the white man’s canoe, advancing upstream in the short-lived disturbance 
of Its own making, seemed to enter the portals of a land from which the verv 
memory of motion had forever departed — Joseph Conrad, “The Lagoon,” 
Tales of Unrest, p 187 

Most modern writing is closer to the plain style of the first of 
these, but its range and possibilities are great. If you feel that your 
writing IS in a rut, read aloud passages that appeal to you — and that 
you can read in a natural tone of voice. This may help you realize 
more fully the potentialities of your writing and suggest to you how 
you can add to its other qualities some of the pleasure that comes 
from a fitting rhythm. 
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6. Good sentences 


Talking about qualities of sentences one by one and in such detail 
makes writing seem much more complicated and more artificial than 
It really is. All of our discussion has been intended to show some 
(it has by no means covered all) of the possibilities of this simple and 
unavoidable unit of speech and writing Granted some experience in 
talking and writing, the surest way to good sentences is familiarity 
with what you intend to say and confidence that you can say it so 
that someone else will be glad to read it. This will let you write 
rapidly, so that the ideas will really move and will seem to follow 
each other naturally. 

If for some reason you have not had much practice in purposeful 
writing, you can profit by study of the points in these two chapters, 
by attentive reading of good prose, and by some conscious experi- 
mentation and certainly by careful revision of the sentences that come 
haphazardly Gradually — sometimes rapidly — the general texture of 
your sentences will change for the better. The aim is not any one 
pattern but a varied and pleasing style that not only will convey 
your meaning but will be appropriate to it and to your hoped-for 
readers and to yourself Write naturally and merely tidy up your 
first efforts in the light of what experienced writers have found to 
be the effective qualities of good sentences 


Suggested study and writing 

The exercises in this chapter offer further practice in analyzing 
sentence structure and opportunity to judge the effectiveness and 
appropriateness of different kinds of sentences. 

1 . Make a close study of at least twenty consecutive sentences in 
one of your recent papers. Take notes on the following points 

a) The length of the sentences in words the shortest, the long- 
est, the average number of words per sentence. Compare your figures 
with those in the table on page 276. 

b) The types of sentences you have used: aggregating and segre- 
gating, loose and periodic. Compare the number of sentences that 
follow the subject-verb-object order with the number that vary this 
pattern. 

c) The manner in which your ideas are expressed: by long or 
short constructions, through circumlocutions or direct phrasing. Put 
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brackets around each word or phrase that adds nothing to the mean- 
ing, and around any sentence that does not seem to advance the 
thought. Estimate the amount of material that could have been 
omitted without changing either the meaning or the effectiveness 
of your paper. 

2 . On the basis of this analysis, write a report telling what you 
have discovered about your sentences Discuss any ideas in this 
chapter or in other chapters that may be helpful in solving your 
problems. Point out the good features of your sentences as well as 
those that may need improving 

3 . The following passages from student papers contain many 
words and phrases that add nothing to the meaning Revise each 
passage by removing the deadwood and subordinating wherever 
possible to achieve greater economy of expression 

1 There are two reasons for my preference in wanting to write on a 
subject that is related to a course which will be part of my major the 
first reason is influenced by the tact that I have a large amount of material 
on hand to write about, and in the second place, the time limit for writing 
this theme makes it important that one have a good grasp of his subject 
matter so that he won’t have to waste time on its organi/aiion 

2 Many people have the belief that ignorance is an inborn trait, but in 
this they are quite wrong, tor if they will investigate the tacts pertaining 
to this situation, they will be quite surprised by what they find concerning 
the actual facts of the case 

3 I have tried to correlate these situations together and to show how 
little most modern people ot today really know about the subject of education 
of children 

4 The thrill of riding a galloping horse over the hills wis only one of 
the many thrills I experienced during the summer months I spent on a lanch 
in the summer of 1949 

5 Students who wish to entei the University are mailed cards with cer- 
tain dates marked on them These dates are arranged with the advisors so 
that the students can come and have a conference with the advisoi and also 
obtain first-hand information about the facts of registration 

6 Among the many numerous magazines on the newsstand today aie 
two magazines that I considei to be magazines for the so-called “upper- 
middle brow” class ot people Tliesc magazines are The Atlantic Monthly 
and Harper's 

1 For thorough enjoyment of these magazines one must have a rathci 
good background of knowledge in history, geography, economics, and litera- 
ture, for they deal extensively and exclusively with matters concerning the 
fields of social sciences, woild politics, and literature 

8 I do not object to radio announcers who have the type of voice that is 
pleasant to listen to It is to the announcers’ voices that wrack the nerves 
of the listeners that objections are raised to It seems to me that it would 
be common sense to realize that the latter type of voice distracts attention 
from what is in the commercial 
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9 Our instructor made a statement to the effect that if the city ofticials 
and the county officials combined some of their duties together, the expense 
in terms of taxes would be much less 

10 There are many students who have tiouble handing in their com- 
positions punctu illy on time It is not that the work is too hard In the 
case ()f lilt oulinary paper, the average student can write it m about an hour 
to an hour and a half Every student can give this long a quantity of time 
to his work The trouble, in respect to most students, is due to the fact 
that they postpone doing the work too long until it is too late to write the 
paper and still have n ready on time 

4 . Recast the following sentences, removing shifted constructions 
and putting related elements in parallel form 

1 Miking a preliminary outline has improved my speaking ability, but 
my problems in writing ha\en’t been solved by the same praciice 

2 Piople living in the city must pay relatively high prices for dairv 
products, wheieas if you lue in a rural community, you can get the sime 
produets for much less 

^ Mv 1 indladv w is one of thc^se women w'ho spend most of their time 
gossiping with the neighbors, puttering around the garden, or else she 
fusses oxer i hot sto\e 

4 I belies e that the important thing I learned m Writing Lalwaioiy 
was no^ ih u mvone can write or that everyone has something to say, but 
It is ho\N we s\\ It and if we arc sincere or not that makes a composition 
good or bad 

5 Inst like a good look around you and then you should decide what 
section \()U WMiit to aim for 

6 We decided to tike Highway 99 beciuse it was the shortest route and 
with most to offer in the way of seeneiv 

7 I would much lathcr make an attempt, no matici how feeble, at pla\- 
ing lusebill mvself ilian witching [oe DiMiggio hit a home run 

<S Theie is nothing more satisfietoiv to me than fulfilling an obhgi- 
iion snistutoiilv or an assigned task thu his been iceomplishcd suceesstullv 
( libel cpiesiions isked in the 19a0 census concerned incomes, ivpe of 
work how m my d lys people had bxen skK did thc\ own their owm homes, 
ind m my other in ms 

10 lo become a good swimmei, i person has to learn to coordinite 
arm ind leg movements and the proper mtihod of breathing must be 
m.istc red 

Additional cxcicises on parallelism anti shifted constructions may 
be found in exercise 6, C'hapter 4 

5 . Foi practice in constructing longer sentences, rewrite the para- 
graph by Archibald MacLcish on page 274, changing segregating 
sentences to aggicgatmg. Leave out none of the ideas. You will 
have to add connectives and make small changes in wording. At 
present there aic twenty three sentences averaging 16 08 words Ag- 
gregating sentences should reduce the number of sentences to 7 or 10, 
and raise the average number of words to more than 40. 
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6 . In your reading ot books, magazines, or newspapers, look tor 
examples of (a) the dullest and flattest sentences you can find, and 
(b) the best sentences of several different types. Comment on the 
reasons for the effectiveness or ineffectiveness of each example 

7. Study the sentences in the following student paragraphs In 
which of the paragraphs do the sentence length and movement seem 
most appropriate to the material ^ Which paragraphs are least success- 
ful What specific changes would you suggest in sentence structure 
for better movement, variety, and emphasis 

1 In 1944 we had approximately thirteen million people in the ser\iceb 
and twenty million more engaged solely in war work Yet in that >ear, 
with all these people missing from our consumer-goods production set-up, 
we produced more consumer goods than ever before Astounding' I 
don’t think so People know we have a wonderful productive capacitv 
They have grown to expect great things of this country They should It 
IS the richest country on earth — in machines, trained men, resources But 
there is one question people don’t stop to think about That question is 
What are we going to do with the workers displaced by machines during 
the war? Maybe someone knows the answer I don’t 

2 It was my senior year in high school Our basketball team had won 
the championship trophy the year before This year the team was con- 
sidered even stronger Nearly every member of the pep club was seated 
It was the final game We had come all the way through the tournament 
without a defeat This game would determine which team would be the 
champion I looked toward the end of the gymnasium The referees wx*rc 
talking They too, were excited Would that starting gun never go off’ 
My hands were clammy My cheeks burned 

3 The big alarm came on December 10th A large flight of planes was 
reported coming toward the Manila area They came in in several waves 
from the direction of Formosa, twenty-six planes to a wave Their ob- 
jective was Cavite They had no opposition from our airforce Our anti- 
aircraft shells were bursting about five thousand feet below their forma- 
tions They proceeded to level the naval base When their bombs were 
exhausted, they started strafing the harbor shipping It was then that 
Torpedo Boat 35 destroyed one plane, and Boat 31 got two 

4 Just about two years ago a family moved into the house next door 
to us, a family consisting of just two middle-aged women They had no 
servants in their employ and did all the work connected with a house by 
themselves Both of these women got along quite successfully in their work 
and then one day late in summer an old couple, a man and his wife, came 
along and moved in with them The man was about seventy years of age, 
while the woman was slightly under sixty-five, and after the arrival of this 
old couple all the work was shifted to their shoulders while the two women 
who owned the house had a life of comparative ease It turned out that 
one woman and the old man’s wife were sisters The cause of the arrival 
of this old couple at the sister’s house is quite interesting 
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8 . Compare the qualities of the sentences in the paragraph by 
George Santayana with those m the revision which follows it Do 
the shorter sentences in the second paragraph represent a gain or a 
loss in sentence economy^ Point out specific differences in sentence 
variety and sentence movement, in rhythm, clarity, and emphasis. 
Try reading both versions aloud. 

(1) Very different was dapper Mr Groce, our teacher of English com- 
position and literature, a little plump man, with a keen, dry, cheerful, >et 
irritable disposition, a sparkling bird-like eye, and a little black mustache 
and diminutive chin-beard (2) I suspect that he was too intelligent to put 
up patiently with all the conventions (3) Had he not been a public-school 
teacher, dependent on the democratic hypocrisies of a government committee, 
he might have said unconventional things (4) This inner rebellion kept 
him from being sentimental, moralistic, or religious in respect to poetrv, 
yet he understood perfectly the penumbra of emotion that good and bad 
poetry alike may drag after them in an untrained mind (5) He knew 
how to rescue the structural and rational beauties of a poem from that bog 
of private feeling (6) To me this was a iimelv lesson, for it was precisely 
sadness and religiosity and grandiloquence that first attracted me in poetrv, 
and perhaps I owe to Mr Groce the beginnings of a capacity to distinguish 
the musical and expressive charm of poetry from its moral appeal (7) At 
any rate, at sixteen, I composed my first longish poem, in Spenser’s measure, 
after Chtlde Hat old and Adonat^y full of pessimistic, languid, Byronic senti- 
ments, describing the various kinds of superiority that Night has over Day 
(8) It got the prize — George Santayana, Pckoiu and PlaceSy p 157 
(1) Mr Groce was our dapper teacher of English composition and litera- 
ture and he was very different (2) He was a litile plump man, who had 
a cheerful, dry, keen disposition, which was irritable, ne\ertheless (3) Also 
he had a sparkling, bird-like eye (4) Mr GrcKe wore a little black mus- 
tache and a diminutive ehin-beard (5) He was too intelligent to put up 
with all the conventions paticntlv, I suspect (6) He might have said 
things that were unconventional if he hail not been a public-school teacher 
who was dependent on a government committee s democratic hvpociisies (7) 
1 his inner rebellion kept him where poetrv was concerned, from being senti- 
mental, moralistic, or religious (8) However, he undei>tood perfectly the 
penumbra of emotion that both good poetry and bad poetrv may drag after 
them in a mind that is untrained, consequently, he knew how to rescue 
from that bog of private feeling the structural and rational beauties that 
a poem has (9) This to me was a timely lesson, as what first attracted me 
in poetry was precisely religiosity, sadness, grandiloquence (10) I per- 
haps owe the beginnings of a cap.acity to distinguish poetry’s musical and 
expressive charm from its moral appeal to Mr Groce (11) I composed 
my first longish poem at the age of sixteen, at any rate (12) This poem 
was written in the same kind of measure that Spenser had used, and it 
resembled Childe Harold and AdonatSy being full of pessimistic and languid 
Byronic sentiments (13) It described the various kinds of superiority of 
Night over Day, neveitheless, the poem was aw^arded the prize 

9 . Before submitting your next paper (or any other paper), read 
It aloud, or if possible, have someone read it to you Examine any 
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)assage that needs to be leread for its meaning or that fails to convey 
he emphasis you intended Revise all repetitious and awkward con- 
tructions, and any sections that need more variety or better move- 
nent. Although you may not be writing your papers to be read aloud, 
his practice will frequently reveal grammatical errors and mef?ectual 
ihrasmg that might otherwise escape your attention. 
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by the speal{eis But it is impoitant to realize that 
” meaning* is fust as much a ptoperty of the peo- 
pie, then ”sets,” then specific behaviour, the 
things and events of the situation as of the noises 
made — J R Firth 





SUGGESTIONS FOR USING THE CHAPTER Sections one to th ee o] this 
chapter give hac\giound foi ^ome consideration of the students' stocky of 
words, for increasing vocabulai y, and foi use of dictionai les ( A vocab- 
ulaiy test would be a useful supplement,) The last thiee sections foim a 
unit on the meaning of woids that can be applied to reading selections 
as well as to student witting 


/\ NYONE WHO IS even casually concerned with his speaking and 
/ \ writing becomes interested in words and their ways His 

/ \ curiosity naturally turns to their meaning and to the various 

ways in which they are used, he becomes conscious of some words 
that he lacks but really needs and of some that he only partially knows 
This book might have begun with a discussion of words, since thev are 
the fundamental elements of speech and writing But if our purpose 
IS communication, we are first aware of ideas expressed consecutivcU , 
of words as they stand in individual statements (sentences) and in 
groups of statements (paragraphs) In fact, words do not properU 
exist by themselves but only as they are put to some use It seems 
more natural to consider first those wholes and later to look more 
closely at the qualities of the single words of which they are composed 
This and the following chapter discuss various points about the 
meaning and use of words, about \vhat they do and do not accom- 
plish for us in our attempts to tell others something or to understand 
what others say. 


1. The supply of words 

la. The English vocabulary. The exact number of English 
words IS not known and cannot be exactly known The unabridged 
dictionaries now contain about 500,000 entries, the Second Edition 
(1934) of Webster s International advertising 600,000 Many of these 
are compound words {Itvery stable) or different derivatives of the 
same word {rare — rarely). The Oxford English Dictionary breaks 
down Its entries into these categories (Of course most of the “mam 
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RELATED PARTS OP THE BOOK: 

Chaptei 2, Vaueties of English 
Chapter 12, Qualities of Words 
^Abstiact and concrete words 
^Change in language 
"^Colloquial and wntten English 
^Context 


^English language 
^Experiment in English 
*Foreign words in English 
^Homonyms 
*Ongin of words 
*Pionunciation 


words’ are given with more than one ‘ meaning” and some with 
do7ens of different meanings ') 

Miin words 240,165 Special combinations 47,800 

Subordinate words 67 105 Obvious combinations 59,755 

Total 424,825 

The dictionaries contain thousands of obsolete words to help us 
read the older literature But on the other hand they do not attempt 
to cover completely many groups of words that can be drawn upon, 
especially slang, localisms, trade names, the colloquial technical words 
of the various trades and occupations, and words used only occasion- 
ally by scientists and specialists in many fields Besides these there 
are the foreign words that may be borrowed {raison d'etre^ Weltan- 
schauung), Some are made up for special occasions (like unparlorahle) 
but are not used enough to become a part of the regular language. 
Spencer Armstrong says {How Words Get into the Dictionary^ p 29) * 

However, it is no flight of fancy to stale that there are between 1,000,000 
and 1,250,000 words in our language today \t least two-fifths of these arc 
ultrascientific terms used only in the recesses of the laboratory, they are not 
to be found in standaid dictionaries and figure in special glossal les of the 
sciences to which they belong 

New words are being constantly added to the vocabulary, Mr. Arm- 
strong estimates, at the rate of about 3000 a year or as many as 5000 
in years of special activity such as war. Radio broadcasting alone, he 
says, has put 5000 words into the large dictionaries. 

* References Spencer Armstrong, How Wotds Get into the'Dudonary (New York, 
1933), Kennedy, Ch 10, “The Modern Lnglish Vocabulary”, Oxford English Diction- 
ary, Prefaces to Vols 1 and 10, Robert L Ramsav, "Taking the Census of English 
Words,” American Speech, 1933, 8 36-41 
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The words of the well defined center of our language, perhaps 
200,000 of them, we may meet in our reading, especially if it is broad 
enough to include both older and modern literature and some scien- 
tific fields. And these same words make the reservoir from which as 
speakers and writers we draw the raw materials of our expression 
lb. The individuals vocabulary. It is hard to tell what portion 
of this store of words an individual uses. It used to be fashionable to 
say that a grown person ot average social standing used only a few 
hundred words, but actual counts have shown that children soon 
pass the mark that was set tor adults More recent studies put the 
figure much higher Professor Seashore calculates the average college 
student’s recognition vocabulary at about 62,000 words with 96,000 
derivative words. Methods of estimation are not very sure, but we 
certainly all have a large number of words — think how many objects 
with names (and names for their qualities and for what they can do) 
there are in any store or factory or even in a kitchen or a barn and 
how many a student learns in a college course in a new field * The 
number of words m general use is steadily increasing New machines 
and new products increase the number used in practical affairs as the 
increase of general and theoretical knowledge adds to the vocabulary 
of the educated person ^ 

However many words a person may ‘‘know,” he will know them 
in different ways The figures of the preceding paragraph refer to 
his recognition vocabulary, the words that he will understand more 
or less accurately in reading or listening but that he may or may not 
use This recognition vocabulary is usually regaided as roughly three 
times as large as his active vocabulary, the words he will use easily 
in speaking and writing Very little is known about the relation 
between these two active vocabularies, the spoken and the written, 
They may be about the same in size but include different words A 
good many words of conversation would not appear in writing, and 
many, used in writing, a person might not use in his conversation 
In the following paragraph of academic prose some of the words 
illustrate possible distinctions between a recognition and an active 
vocabulary. They are italicized for later discussion. 

Two sorts of experience arc recognized as having wo}th, or as capable of 
having It, an active and a passive, one is creation oi control, and the other 
appreaation These are not strictly separate experiences, but rather '"aspects'" 

^ References Kennedy, J 84 and the sources there referred to, Robert H Seashore, 
Elementary English, 1948, 25 137-52 
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of experience, yet they are piaciically sepatable to a large degree The worth 
of active creation or control is a kind of appreciation, usually the worth 
of the experience of activity depends more or less upon a feeling of worth 
toward or appreciation of some “result” brought about But though the two 
things are usually more or less associated and overlapping, we are all familiar 
with extreme cases in which on the one hand the feeling of worth is nearly 
or quite purely passive and on the other the worth of an activity is nearly or 
quite independent of the chaiacter of the result The literature of value, 
like that of science, shows a bias for monism, so there is a tendency to reduce 
all value to ''contemplation' or to the “joy of being a cause,” according to 
the temperamental predilections of the particular writer, but a candid ob- 
server must accept both, and all sorts of mixtures of the two — Frank H 
Knight, ‘‘Scientific Method in Economics,” The Trend of Economics, edited 
by R G Tugwell Copyright, 1924, by F S Crofts & Co, Inc. Used by 
jx I mission of Appleion-Centuiy-Crofts, Inc 

Probably most college students would recognize and understand 
more or less accurately every word in this passage, except perhaps 
niontsm, though some would have trouble defining predilecttons, A 
good many would recognize but would not ordinarily use aspects, 
separable, bias (though they would use biased^, contemplation, and 
perhaps temperamental Passive, creation, and appreciation they 
might use in writing but ordinarily would not use in their con- 
versation unless they were trying to “make an impression.” The 
words worth and value are common enough, but not in the senses 
in which they appear here woith is here a noun instead of, as more 
commonly, an adjective (“worth so much”), and value is used in a 
philosophical sense. Probably most students would not use candid 
outside the phrase candid camera It is quite proper that many of 
these words remain in the average person’s recognition vocabulary. 
It would be for the individual to decide whether he could conveniently 
use bias or candid or monism or any of the others But it is important 
to recognize that there arc different strata in everyone’s vocabulary. 

2. Increasing your vocabulary 

“But my vocabulary is so small” is one of the commonest excuses 
of students in composition courses and of older people who have some 
intention of speaking or writing. They seem to think that if they had 
more words they could write, and they often sound as though having 
a small vocabulary was an affliction like myopia or hay fever, to be 
got over by wearing glasses or by some miracle of medicine. 

If their vocabularies really are small, that is only the symptom and 
not the real disease, for words cannot be considered apart from their 
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meaning and usefulness. A small vocabulary means either that a 
person does not have the information he thinks he has or, if he does, 
that he does not talk about it and perhaps even does not think about 
It. People may have moods and feelings (or “affective states” as psy- 
chologists say) without the words to tell of them, but they do not 
have facts or ideas without the words to tell of them because these 
do not exist m their minds apart from the words. The only excep- 
tion would perhaps be sense impressions, a particular shade or tint, 
an odor, something seen or heard or sensed, for which they lack an 
accurate name; though if the image is clear enough in their memories, 
they can usually find some way of describing it at least roughly. 

Not everyone needs the same words The ones it is necessary to 
be concerned about are those that you need for understanding and 
discussing subjects that you are actually dealing with or thinking 
about or that you might reasonably expect to use in talking or writ- 
ing.^ One trouble with learning “a word a day” is that very often 
the additions are not particularly useful. A published word-a-day 
scheme suggested learning these words 

obdurate contiguous esoteric implacable turgid lucent 

amenable corporeal sedulous lassitude tortuous exemplary 

These are all good English words that will occasionally crop up in 
the more highbrow books and magazines But they are hard to work 
into ordinary conversation because they belong to the formal level 
of the language, and they really are not needed anyway, even in 
writing, because everyone already has perfectly good words for the 
same ideas obdurate is hardy harshy hard-heartedy stiff^neckedy stub- 
born . . . and amenable may mean either liable or yieldingy submis- 
sive . . . and so on 

There are more natural and more effective ways of adding to your 
stock of words. 

2a. Transferring words to active vocabulary. Your recogni- 
tion vocabulary grows chiefly through reading, to a less extent 
through listening and observation Some of these words that you 
recognize but do not use would be convenient in your active vocab- 
ulary. Little IS gained by adding words that exactly translate what 
you can already say. It is more important to practice using words 
that let you say something you couldn’t say without them or that let 

^Thc correlation between size of vocabulary and practical success is discussed in 
Johnson O’Connor, “Vocabulary and Success,” The Atlantic Monthly ^ Feb 1934 (re- 
printed as the Introduction to his English Vocabulary Bmlder and elsewhere). 
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you say something more exactly than you now can. The way to get 
words you recognize in reading into your active vocabulary is to use 
them, perhaps by taking some special pains, by talking and writing 
more, and by talking or writing more exactly. 

Occasionally in your reading, pay particular attention to these 
words, especially when the reading is about a subject that you might 
well write or talk about. Underline or make a list of words you 
find in reading that you feel a need of and look up the less familiar 
ones in a good dictionary. And then before very long make it a 
point to use some of them in speaking or writing After you have 
used a word two or three times, it will be yours always. 

2b. Learning new subjects. The most natural way to learn new 
words IS by learning something new, whether it is from observation 
or conversation or from a magazine article or a college textbook. You 
can’t take facts or ideas away with you unless they are in verbal form. 
The easiest way to increase your vocabulary is by acquiring groups 
of words from new experience You will learn several in visiting a 
printing plant for the first time, a person who learns to drive a car 
will pick up a number of new words. There are words from every 
experience, from every job, every sport, every art, every book (most 
authors have vocabularies of their own), from every field of thought 
and study Consider the words that would be added to a person’s 
\ocabulary from a newly acquired interest m radio, in printing, in 
sailing, in music, in the poems of Dylan Thomas, in astronomy, in 
biology 

To make these new words your own, tell someone about what you 
have just learned, talk the subject over with someone who is also 
interested in it, or try to teach it to someone who knows nothing of 
it, or write about it 

In college a student’s vocabulary increases enormously and at all 
levels. He comes to use the words of the college organization (regts- 
ttat, curriculum^ honors ^chedulcy conflict), he picks up the 

colloquial and slang vocabulary of the campus {dorm, poly sciy home 
ecy pan helly and perhaps some not so widely used, like prelim or 
tunf()) he may take up a new sport or some other activity and so 
acquire more words; and the courses he takes will add several times 
as many words as the other pursuits of college life, some of them 
technical and of restricted use, many of them of more general applica- 
tion. Acquiring the vocabularies of biology or sociology or history 
is a very important part of the respective courses; certainly you can’t 
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go far without the names of the facts and ideas taken up. The words 
should be accurately learned the first time they are met* scrutinized 
for their spelling, pronounced as they are m class or as a dictionary 
specifies, and studied for their exact meaning Probably a good deal 
of trouble in courses comes from only partly understanding the 
specialized words when they are first met. Once they are undei- 
stood, they should be used. Many of them will be called out in 
recitation or examination or term papers, but using them casually 
in conversation, even humorously if they can be made to carry a 
joke, or using them in talking over the course work with anothei 
will help impress them on your mind and make them come moie 
easily In this way you will acquire those thousands of words which 
the statistics on vocabulary credit a college graduate with. 

2c. Adding individual words. Besides these two most common 
processes for adding words to your vocabulary, it is possible to ac- 
quire individual words that appeal to you. The typical process is 
seen in picking up slang- you hear the word, and it appeals to you, 
and you use it, perhaps for its own sake. The same holds for more 
serious words. Playing with them is a good way to make them your 
own, unless your attempt at humor is going to seem strained. 

Conversation and casual reading will give a good many useful 
words, perhaps most of them fitting m general situations rather than 
in special fields of study They may be words a little off the beaten 
track but accurate and expressive — livid^ echelon^ eupeptic — 

the language is full of such words that can make your writing more 
exact or more vivid. They are the ones to salvage from the vast 
number that pass through or near your consciousness in the course 
of a day. 

The essential point is that you are not merely “increasing your 
vocabulary.” You are acquiring more meaningful and useful words, 
increasing your powers of understanding, extending your range of 
mterests, as well as adding to your command of the enormous supply 
of English words in order to think, speak, and write in the manner 
of educated people. 

3. The use of dictionaries 

The most useful tool for a writer, in or out of a composition course, 
IS a good dictionary. Nowhere else can he find so much information 
about words and their use, and nowhere else, if he is really interested 
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Ill his language, can he find so much curious, incidental, and even 
amusing information about words. 

But dictionaries are primarily for reference. They answer questions 
about the meaning of words so that the student can read with more 
understanding. They settle doubts (or arguments) about single 
words And they help a writer decide on the most accurate and 
effective word or phrase to use. A writer will use his dictionary most 
in revision and should get the habit of turning to it frequently while 
levismg a paper and preparing the final copy. 

3a. Evaluating dictionaries. There is no such thing as '‘the 
dictionary,” which can be quoted to settle any question about words 
There are a number of dictionaries, all (except the scholarly historical 
dictionaries) commercial ventures — that is, the editors compile the 
best l)ook they are capable of and able to prepare with the money 
allowed by the publisher Dictionaries consequently vary, and choos- 
ing one to satisfy a person’s needs is sometimes difficult. Dictionaries 
obviously vary in three fundamental respects (as well as in minor 
matters like typography and arrangement of entries), in datCy stzCy 
and responsibility of editing. 

1) Date An up-to-date dictionary is necessary because words are 
continually being added to the general stock of the English language, 
other words are used in new senses, words drop out of use, spellings 
and pronunciations change Although some alterations are made be- 
tween printings, the date of compilation — not of printing — is impor- 
tant To find this date look at the copyright statement on the back of 
the title page Many diction.iiies offered at low prices or given as pre- 
miums are new printings ot old dictionaries and are of less use be- 
cause ot their age It is probably more piofitable in the long lun to 
buv a recently revised dictionary of the “college” size, with about 
HO, 000 entries, than one with three times the number but perhaps 
twenty years old. In consulting dictionaries in libraries you should 
look for one recently revised 

2) Size For specialized reading and serious work with words it 
IS necessary to go to a recent “unabridged” dictionary, which will have 
upwards of half a million entries. For everyday work, the smaller 
size, costing usually from |5 up, according to binding, is more gen- 
erally useful. The less common words are left out in the abridg- 
ment, but those needed for most reading and. writing are included. 
Still smaller dictionaries, down to the pocket size, may be handy 
for checking spelling, but they are not sufficient for college work. 
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3) Editing. Date and size of a dictionary are easily determined, 
but It is very difficult to judge the editing of such a complex work. 
Responsible editing makes the dictionary really useful, gives it what 
"authority” it may possess. That is, it should be a compilation from 
a vast accumulation of actual recorded uses of words, not a compila- 
tion from existing word books. It should be based on an enormous 
file of recent quotations from all sorts of writers from all over the 
English-speaking world. This raw material then should be worked 
over by specialists in various subjects and by trained editors who digest 
the evidence of use into the dictionary’s brief articles. 

Since It IS difficult to judge a dictionary, most people have to rely 
on reviews or the advice of someone who has made a study of dic- 
tionaries. The two generally considered to be the best edited at this 
writing are the American College Dictionary (1947) and Webster’s 
New Collegiate Dictionary (1949) The reproductions of dictionary 
entries later in this chapter are from them. 

Other general dictionaries will be found listed, with critical notes, 
in I. G. Mudge, Guide to Reference Books (6th edition; Chicago, 
1936, and supplements), on pages 51-85, and dictionaries of special 
subjects on page 86 ff . 

3b. Uses of a general dictionary. Obviously, to get the most 
out of a dictionary, its owner needs to know what various matters it 
includes. He should look through its table of contents to see what 
units of material there arc besides the main alphabetical list of words 
He should see if it contains a supplement of new words He should 
read a page or two consecutively to sec how words and phrases are 
handled, and he should try pronouncing some familiar words to see 
how the pronunciation key works. Pains taken learning to use a par- 
ticular dictionary will be more than repaid by its increased usefulness. 

1) Spelling. A word is entered in a dictionary under its usual 
spelling. As a rule a writer can come close enough to this so that he 
can find a word he is in doubt about, but sometimes he has to keep 
in mind other common spellings of a sound — so that if he fails to 
find gibe he will look under ftbe. When usage in spelling is divided, 
two spellings are given for the word. The one the editors believe is 
more common is put first hemoglobin^ haemoglobin, although^ altho. 
Ordinarily a writer will take the first of the two forms unless the 
second for some reason is more appropriate to other traits of his 
writing. The spelling entries in a dictionary give the division of a 
word into syllables and so show where it should be divided at the 
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end of lines, as in morn ji cation, disparagingly. They also give 
the spelling of compound words, showing whether the editors have 
found them most often as two words, as one word, or with hyphen. 
Most dictionaries recommend the use of more hyphens than are 
necessary, certainly for informal writing. The introductions to most 
dictionaries contain general discussions of English spelling 

2) Pronunciation Dictionaries respell words in specially marked 
letters to show their pronunciation The exact sounds represented by 
the symbols are usually shown at the bottom of the page and are 
further explained in a discussion of pronunciation in the preface. 


ac cli'miite (3 kll'mlt. XMl mSt), v t Ax TF acehmater, fr A to+ 
clxmat climate J To habituate, or become habituated, to a climate not 
native, to a<xlimati 2 e Syn. Inure, season, harden — ac*cU'mat* 
able (A-klI'inIt<A bl), a^/.-^ao^dima^tioii (Skat^ma^shfin. 

cer^tl*0«raM (sQrW A^rSM. -rir'I), n. QFrom eerttorari to be certi- 
fied, — a term in the Latin lorm of the writ 1 Law A writ from a su- 
perior court to call up for review the records of an inferior court or a 
body acting in a quasi-Judicial capacity. 


pmiat'e ly (fT ISt'? IT), n CF philatihe, (r Gr pAifos loving + 
atelexa exemption from tax {telo») ] The collection and study of post* 
age stamps, stamped envelopes, etc , of various issues, stamp collecting. 
— pbU^aterio (ftl^atlim). phU^teHcal (-Ikdi), adj — pWa- 
leW cal ly, odv. — pU lat^e-Ust (ft ISt'? list), n. 


quay (k5. kwS), n [OF kax, eay (F quax) ] A stretch of paved bank 
or a solid artificial landing pl^e beside navigable water, for con- 
venience in loading and unloading ships 

By permission From Webstet's New Collegtate DtcUonary, 
copyright 1949, by G & C Merriam Co. 


Dictionaries are somewhat imperfect guides to pronunciation be- 
cause their prime source of material is published books and articles, 
and actual speech is harder to record, especially in a large country. 
Usually full or “platform’' pronunciation is given, which if followed 
completely would give a person’s speech a slow and somewhat stilted 
sound Ordinary speech results in less distinct vowels than the dic- 
tionaries indicate, and stress varies with the position of a word in a 
phrase. Furthermore our dictionaries do not recognize sufficiently the 
variations in American pronunciation, usually giving New England 
or Eastern pronunciations most weight But people learn the common 
words from hearing them and can rely on dictionaries for pronuncia- 
tion of the unusual ones. 

Dictionaries show divided usage in the pronunciation of many 
words, as in the Webster examples of acclimate shown above. As a 
rule a person should use the pronunciation most common among the 
educated people of his community. 

The most authoritative guide to pronunciation is Kenyon and 
Knott, A Pronouncing Dictionary of American English (1944), pub- 
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lished by the makers of Webster’s dictionaries but more discriminat- 
ing than the dictionaries. 

3) Definition. The definitions of words of course take up the 
bulk of the space in a dictionary. The definitions of unusual words 
help the reader get the full and actual sense of a passage that treats 
material new to him. Dictionaries carry many dialect, obsolete, and 
archaic words to help in reading writers such as Burns and Shake- 
speare. Scientific, technical, slang, and provincial words are generously 
included, although by no means all words of these classes are given 

For a writer the dictionary definitions are most useful in checking 
the meaning of words he is almost sure of, but not quite When he is 
revising a paper, he needs to make sure that some words mean what 
he thought they meant when he put them in the first draft, and he 
wants to make sure that they stand a good chance of meaning to his 
reader what he intends them to Very often he will need more in- 
formation for this purpose than a dictionary can give because of its 
limited space and must go to an encyclopedia or other work. 

It IS not so much the meanings of uncommon words, like hackjbiit, 

pyro gnostics, or zymurgy^ that a writer needs as the meanings of those 

near but not quite in his active vocabulary Almost any senes of 

dictionary entries will illustrate these words and the scope and method 

of dictionary definition 

Check*row (chgk-'rSO. Agric — n 1. one of a number 
of rows of trees or plants, esp corn, in which the dis- 
tance between adjacent trees or plants is equal to that 
between adjacent rows. « t 2. to plant in checkrows 
Check*up (chSk^hpO. n l. an examination or close 
scrutiny for purposes of verification as to accuracy, com- 
parison, etc 2. a comprehensive physical examination 
Cheddar cheese (chM^ar), American cheese Also, 
ched/dar. 

Chedd Ite (chSd/It, sh^d^It), n an explosive used for 
blasting made up of a chlorate or perchlorate mixture 
with a fatty substance, such as castor oil [t F f Chedde 
place name (of Savoy) -f -ite -it*'] 
cheek (chSk), n 1« either side of the face below eye 
level 2. the aide wall of the mouth between the upper 
and lower jaws 8. something resembling the human 
cheek in form or position, as either of two parts forming 
corresronding sIom of a thing 4. Colfoq Impudence or 
effrontery. — 4 1 8. Brit Cmloq to address or confront 
with impudence or effrontery [ME c/iel:e, OB cSce, c D 
Jtoalk] 

CheeK*t>one (ch6kA>finO. n the bone or bony promi- 
nence below the outer angle of the eye 
Cheek by Jowl^ aide by side, in close intimacy, 
cheek pouchy a bag in the cheek of certain animals, 
as squirrels, for carrying food 
Cheek*y (chS/kY), adj . cheekier, cheekiest. Colloq, 

Impudent, insolent « cheeky fellow, cheeky behaeior, 
cheek/I ly, adv — cbeek^i ness, n. 

From The American College Dictionary, copyright 1947> 
1949, by Random House, Text Edition, copyright 1948, 

by Harper & Brothers 
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The great need for saving space in a dictionary makes some defini- 
tions cryptic, requiring anyone but a specialist to look up words used 
m the definition. Drawings are a help in leading to an understand- 
ing of objects, and illustrative phrases or sentences in which the word 
is used are a help in showing its meaning and construction with 
other words. 

There are three points to remember in using dictionary definitions. 
(a) A dictionary does not require or forbid a particular meaning of 
a word but records the uses that have been found for it. Now and 
then a word is in the process of acquiring a new meaning or some- 
what altering its usual sense {b) The dictionary definition is for 
the most part a record of the denotation of a word and often cannot 
give Its connotation. For this reason it is safest not to use a word 
unless you have heard or read it and so know it in part from ex- 
perience, at least what suggestion it carries if it is not a simple factual 
word (r) Finally and most important, the words of the definition 
are not the meaning of the word, but they, and perhaps an illustration, 
are to help let you see what in the world of objects or ideas the word 
refers to 

4) Levels of usage Words that are unlabeled in a dictionary are 
supposed to belong to the general vocabulary, other words are labeled 
dialectical^ obsolete^ archaic^ foreigriy colloquial^ slangy Britishy United 
Stately or are referred to some field of activity — medicine y laiVy astron- 
omy y ba<ehally manufacturingy electricity y philosophy. 

These labels are rough guides to levels of usage, but a writer 
should bring his own observation and judgment to bear on individual 
words Many that carry no label are rarely used {curtilagCy moot) 
and would mar most writing In general the editors’ point of view 
is rather conservative, and many words marked Dial, or Colloq. 
would fit perfectly well into informal writing It must be clearly 
understood that these labels are intended to be descriptive terms and 
are not intended to prohibit or even to discourage the use of the words 
so labeled. Colloq. means that the word is characteristic of cultivated 
conversation rather than of formal writing; t/.S., that the word is 
in good use in the United States but not in other parts of the English- 
speaking world. 

5) Synonyms. Most dictionaries gather words of similar mean- 
ings into a group and show in what ways they ^are alike and in what 
ways different, as in the following entries which appear after the 
woids argue and argument in the American College Dictionaty 
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«-Syii. 1* Akqub. dbbatb, discum imply usins reasons or 
proofs to support or refute an assertion, proposition, or prin- 
ciple Arqub Implies reasoning or trying to imderstand it 
does not necessarily Imply opposition to argue with oneself 
To 01 SCU 8 S is to present variM opinions and views to discuss 
toaus and means To dbbatb is to Interchange formal (usu- 
ally opposing) ailments, esp on public questions to debate 
a proposed amendment 

•^iSyn. 1. Argument, controversy, disputb Imply the 
expression of opinions for and against some idea An arqu- 
MBNT usually arises from a disagreement between two per- 
sons. each of whom advances facts supporting his own point 
of view A ooNTROVBRSY OT a DISPUTB may involve two or 
more persons A disputb is an oral contention, usually brief, 
and often of a heated, angry or undignified character a 
tidlent dispute over a purchase A controversy is an oral or 
written expression of contrary opinions, and may be dignified 
and of some duration a poHlical controversy 

From The American College Dictionary , copyright 1947, 
1949, by Random House, Text Edition, copyright 1948, 

by Harper & Brothers 


The discrimination of synonyms is often more helpful in selecting the 
right word to use than the definition 

6) Linguistic information The dictionary usually indicates the 
part of speech in which a word is generally used, whether a verb is 
used transitively or intransitively, the principal parts of verbs, plural 
of nouns, and any other distinctive form a word may assume The 
origin of the word, how it got into English, is usually given Some- 
times this IS merely a statement of the language from which the word 
came into English (Italian, Latin, Japanese), and sometimes it is a 
more complicated chain of origin and change of form, as in the 
Webster Collegiate statement on course, tracing it from Latin, through 
Italian and French, to English 


course (kSrs, 70), n crrom F com r a (OF cor«, cmm), fr L eursus, 
and ir F course, Ir it corsa,fT correre to run, both fr L currere, 
eursum, to run ] 

By permission From^ Webster's New Collegiate Dictionaiy^ 
copyright 1949, by G & C, Merriam Co 

The Oxford English Dictionary and the Dictionary of American 
English are historical works, tracing through dated quotations the 
changes in form and meaning of a word. The introductions to many 
dictionaries contain histones of our language and valuable informa- 
tion on spelling, pronunciation, and other traits of language 

7) Miscellaneous information Most dictionaries contain some 
reference material not strictly needed in a book of definitions, such as 
lists of places and prominent historical figures, abbreviations, foreign 
words and phrases. Formerly these items were run in lists in the back 
of the volume, but the tendency in recent dictionaries has been to put 
them in the mam alphabet. 
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3c* Special dictionaries. Dictionary making (lexicography) is 
a highly specialized art, or applied science. The general diction- 
aries are supplemented by a considerable number of special word 
books and several more are now being compiled.^ 

1) Historical dictionaries. The Oxford English Dictionary y in 
ten large volumes, is the great storehouse of information about Eng- 
lish words It traces the various forms of each word and its various 
meanings with dates of their first appearance and quotations from 
writers illustrating each. There is a Supplement giving material on 
new words and evidence on earlier words not found m the original 
work. Besides being the standard authority on the history of English 
words and phrases, the Oxford English Dictionary is useful in read- 
ing older literature to find exactly what a word meant at a particular 
time in the past An abridgment, the Shorter Oxford English Dic- 
tionary, in two volumes, is on the same plan and is very useful for 
interpreting past literature. 

The Dictionary of American English (4 vols , 1938-44) is on the 
same plan as the Oxfoid, giving the histones of words as they have 
been used in the United States. An entry begins with the first use 
of the word found in American writers and continues, giving quota- 
tions, to the present In this way it supplements the linguistic in- 
formation of the Oxford and is especially useful in reading Ameri- 
can writers 

Besides these there are dictionaries for Old English and for Middle 
English, and other period dictionaries are being compiled, like the 
Dictionary of Early Modem English (1500-1700). 

2) Dialect dictionaries Besides Joseph Wright’s English Dialect 
Dictionary (6 volumes), giving words in the various dialects of Eng- 
land, there are a number of special word lists from different regions, 
in books and in periodicals like Dialect Note^ and American Speech. 
Eric Partridge’s Dictionary of Slang and Unconventional English is 
a historical dictionary of English and American slang from early to 
recent times. Work is being done on the Linguistic Atlas of the 
United States and Canada^ which will eventually appear with very 
thorough accounts of the use and movements of certain words in this 
country. 

3) Dictionaries in special subjects Because the general diction- 
aries cannot give the complete vocabulary ij). specialized fields of 

Survey of English Dtctionanes (New York, 1933) by M M Mathews is a his 
tory of English dictionaries 
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work, they are supplemented by a growing group of dictionaries in 
special subjects, like the following: 

Alsagcr, C M , DtcUonary of Business Terms (1932) 

Ballentine, J A , Law Dictionary (1930) 

Dorland, W A. N., American llhistiated Medical Dictionary (20ih cd , 
1944) 

English, H. B, Students Dictionmy of Psychological Tetms (4th etl , 
1934) 

Good, C. V, Dictionary of Education (1945) 

Hacf{h's Chemical Dictionary (3d ed , 1944) 

Henderson, I F and W D , Dictionary of Scientific Terms (3d ed , 
1939) — Biological sciences 

Rice, C M, Dictionary of Geological Terms (1940) 

Shipley, J T, Dictionary of World Liter atm t (1943) 


4. Denotation: the core of a word's meaning 

Strictly speaking, words have “meaning” only as they are used in 
particular statements, by themselves, or as they stand in a diction.irv 
they have typical or possible or potential meaning. Their actual mean- 
ing is in a situation and is the result of several elements (1) tlic 
speaker’s intention and attitude, his past association with the words, 
his knowledge of or experience with the thing or idea the statement 
is about; (2) their typical use by people who speak the language, 
the associations they are likely to arouse, (3) the listener’s attitude 
and his associations with both the words and the subject; (4) the 
object or situation or idea to which they are referring. For con- 
venience m a brief discussion of meaning we can limit ourselves or 
at least begin with this last, taking as the core of a word’s meaning 
what It stands for to the speaker or writer, listener or reader, what 
in their experience or imagination or feeling it refers to.^ 

This object or class of objects, act, situation, quality, idea, or fancy 
to which a word refers is called its referent (ref'sr 3nt), and by repre- 
senting this referent for many users a word gets a core of meaning, 
Its denotation. In dictionaries the ways in which a word is generally 
used are recorded, stated in other terms, as W ashington pte is defined 


Bloomfield, Chapters 9, 24, Goldberg, Chapter 15, Kennedy, Chapter 13, Schlauth, 
Chapters 5, 9, George H Mead, Mind, Self and Society (Chicago, 1936), esptcn!l> 
pp 75-82 Hugh Walpole, Semantics (New York, 1941) is an introduction to I A 
Richards* contribution to the subject and S I Hayakawa, Language in Action (New 
York, 1941) and Language in Thought and Action (New York, 1949), and Wendell 
Johnson, People in Quandaries (New York, 1946) are introductions to the “general 
semantics** formulated by Alfred Korzybski All of these references will lead to fui ther 
and more specialized sources 
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in Webster. “Layer cake with a cream filling or with a fruit-jam 
filling.” But this definition in other words is not the meaning of 
W as htngton pte but an effort to direct the reader to a recollection or 
imagination of the word’s referent. 

One way to show that meaning is not tn the word is to consider 
some words that are used in various senses. To take common ex- 
amples* What IS a f{not? a cut'^ a seal? a play? a point? What do 
vou do when you play or stnl^e^ or fly^ or fall? A l(^not may be a tie 
ot some sort in a rope, a group of people, a spot in a board, a tough 
problem, the measure of a ship’s speed The meaning is not in the 
word but in what it refers to What it does refer to is usually clear 
hom the sentence in which it is used, that is, from its context. It is so 
difficult to say how much we understand from a given word and how 
much from its context (and how much we contribute from our past 
experience) that it is not very profitable to consider the meaning 
of isolated words. 

The division of linguistics that studies the meaning and changes 
of meaning of words is called semantics, or semasiology. In recent 
ycais much has been added to our knowledge and understanding of 
words and the ways in w'hich they are used and misused In this 
shoi t account we can only suggest some of the more obviously useful 
ficts of semantics 

Definiteness of meaning varies considerably among different words, 
dc[iending in part on the exactness with which they bring to mind 
specific referents. The following three classes of words will show 
this varying definiteness Other groups could be made according to 
some trait of their meaning, but these are enough to suggest that the 
pioblem of using words exactly is more complex than it might seem 
at first thought to be 

4a. Concrete words. Proper names, like Peter the Greats PerUy 
ami Susan B Anthony, aic the most exact words. Next come con- 
crete words whose meaning is established by more or less regular 
reference to actual objects. Chatt, for example, has a definite core of 
meaning because it is used to apply to a kind of seat. Even though 
[)cople might disagree over a particular untypical chair — one might be 
called stool or another might be called sofa — almost always the mean- 
ing of chair would be definite enough for one’s purposes. Morris chair y 
iocf{mg chair, ladder bac\ chair are more definite m thar reference. 
The specific image that a word raises in the minds of different people 
will vary somewhat: at a given moment robin may mean to one person 
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robtn-pulhng-at’a-wormy to another, robin-on-a-nesty to another, robin- 
crytng-ratny but in each there is a core of meaning for robin. A word 
with which a person has had no experience (perhaps spandrel^ tenon^ 
jarthingalcy rtcbjrac\^ or tachistoscope) will have no meaning for him. 

A speaker or writer would not as a rule use these concrete words 
without a fairly definite knowledge of their core of meaning; a reader 
or listener will either know this meaning, be able to approach it 
through a dictionary definition or other reading, ask someone who 
knows, or learn it by observation. It is lucky for all of us that such 
a large part of our vocabulary consists of these fairly exact words 

4b, Relative words. Words that name qualities have not so 
much a definite meaning as a direction of meaning, but their reference 
in a given instance depends a good deal on the experience and inten- 
tion of the user. Red^ for instance, runs from orange to violet and for 
a reasonably definite meaning needs to be qualified by another word, 
lights dar\i orange To a person in “the upper brackets,’* a family 
with $3000 a year might be poor, but to a person on relief that family 
might be well off. Similarly, warm^ heavy ^ thic\y rough, pretty, honest, 
beautiful y tall are relative in meaning Some attempts have been 
made to make possible an exact or standard sense for some of these 
words, as in the color scale for exact naming of colors in art or in 
physics, standardized weights and measures, or m definitions by law ot 
words like drunks and speeding so that they can be used in courts 

In using these descriptive words, especially those that record our 
attitudes and judgments, the most important thing is to remember 
the various degrees, the exact shading that it is possible to express In 
ordinary conversation we don’t make many distinctions A person 
is all wet or a good egg (or whatever the equivalent slang is this year), 
a show IS a flop or a wow, a novel is fascinating or disgusting. Mem- 
bers of our own group are honest, generous, loyal, and so on, our 

rivals are ? Actually we know, and when we are trying to 

talk accurately we say, that they fall somewhere between the ex- 
tremes. We and our acquaintances are neither saints nor double-dyed 
villains but somewhere between. Can we say just about where ^ To 
try is challenging and a step toward civilized living — as well as a 
triumph in the use of words. 

4c. Abstract words. Even more difficult to use accurately are 
abstract words, which do not have specific referents against which 
their meaning can be checked. The most definite abstract words refer 
-to acts or relationships or directions, trading, murder, cost, citizen- 


320 THE MEANING OF WORDS 



shtp^ nation^ height. They have definite meaning simply because 
English-speaking people generally agree m the way they arc used. 
Other abstract words arc collective, that is, they stand for a gathering 
of individuals — college^ swing music, the administration (of a college 
or of the United States). They summarize one or more common traits 
belonging to a number of particular people or things or situations and 
have a pretty definite core of meaning but may be used with very 
different values. The real danger in such words is that often as we 
use them we lose sight of the particular individuals or things for which 
they stand Personnel, for instance, is a much used word today that 
pretty well conceals the notion of living people and may let us or lead 
us to make statements that we never would make if we visualized 
clearly even a dozen of them. Capital, for instance, means employers 
and investors collectively, and labor stands for workmen But as they 
are ordinarily used, there is no notion of people suggested; they may 
be used as words of praise or blame, so that feeling would be more 
important than reference to any group of living persons. 

Many other words do not have referents even as commonly agreed 
upon as those The meaning of such words as beauty, art, the good 
life, culture, evil, education, Americanism is a complex of reasoning 
and feeling that varies from person to person An adequate definition 
of any such word would be an essay, and its meaning would depend 
on the past experience, the emotions, and the general outlook of the 
person making it Obviously understanding is difficult here, because 
the listener may have a different experience from the speaker, a dif- 
ference increased by differences in feeling and philosophy. 

We cannot expect that more or less haphazard people, as we all 
are, will always use these words exactly, but we should strive to be 
as exact as possible. One way to do this is to translate our meaning 
into other terms and by giving two or three versions reach some sort 
of exactness, hoping through one or the other to meet the reader’s 
expectations As speakers or writers our intention is to lead a listener 
or reader not just to words but to consciousness of objects or ideas 
in a real or imagined world. To do this we can give wherever pos- 
sible specific, concrete examples of what we mean 

A more general safeguard is to realize the range of meaning that 
relative and abstract words have and make clear where in this range 
our immediate intention falls The word poetry ^ for example, is often 
a stumbling block to mutual understanding because it ranges through 
at least three general senses. It may mean no more than composition 
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in verse; it may be used collectively to mean a body of particular 
poems; or it may mean an idealized form of writing, that is, poems 
having certain characteristics that we respect or are fond of (The 
Oxford English Dictionary and the Century Dictionary are particu- 
larly useful m pointing out such ranges of meaning ) Obviously for 
exact and reasonable communication it is highly important that a 
speaker or writer knows where in the range of possible meaning 
his immediate meaning falls and that he makes this clear to his 
listeners or readers Trying to attain fairly exact communication is 
one reason for the prevailing concreteness of much modern style. 


5. Connotation: the suggestion of words 

The denotation of a word is more or less informative and factual 
and is what we ordinarily intend by its “meaning”, it is what a dic- 
tionary definition tries to lead us to But this meaning is some\vhat 
affected by the circumstances in which the word has been generalK 
used and by the particular context in which it occuis This suggested 
quality, as distinct from the central core of meaning, is called us 
connotation It is an essential part of the meaning of words, separated 
from denotation only in analysis 

5a. From general use. Looking at a few groups of words hav- 
ing substantially the same denotation will bring out this quality and 
show why one could not be indiscriminately substituted for another. 

average (factual), medtoae (derogatory) 
chtldli\e (approving), childish (derogatory) 

saliva (factual, slightly formal, with scientific suggestion), spit (tlic usual 
word but to many people “an ugly 'word”) 
killed in battle (factual), died a heio's death (honorific), slam by the 
enemy (emphasis shifted to the basene‘^s of the act) 
antique (generally approving), old-fashioned (factual, though often sug- 
gesting disapproval) , passe (lightly derogatory) 
drunk (in general use), intoxicated (more polite), under the inflnttut 
(euphemistic — minimizing); pie-eyed, soused, stinko (not necessaiily 
derogatory in meaning but suggesting slangy speech) 
reporter (factual), purnalist (slightly pretentious), newshawk (usually 
with slight derogatory note), legman (shoptalk) 
slender (factual, tending to approval) , thin (factual, tending to disapproval) , 
skinny (disapproving) , sylphlike (poetic, formal) , svelte (fashionable) 
mongrel (factual), cur (derogatory), feice (Southern) 

The connotations of these words suggest an attitude or a feeling 
of the person using them and would arouse a similar (or perhaps an 
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antagonistic) attitude or feeling in most readers or listeners. The 
context in which the word has been generally used, the level of usage 
It comes from, and the general social attitude toward its referent and 
toward the people who generally use it (gangsters, politicians, busi- 
nessmen, teachers, children, seamen) all contribute to the connota- 
tion The value of slang and of much profanity is more in the 
suggestion of the words than in their denotation The connotation 
of these words may change as they or their referents move up or 
down in social esteem. Gift in gtjtboo\s^ gift ware is acquiring a 
specific and unhappy connotation Methodist started as a word of 
dispraise but is now simply factual, the name of a church, or often 
a word of esteem. Propaganda only a few years ago meant a means 
of spreading a truth or a faith, but it now implies spreading false- 
hood or at least an unfair presentation of information. 

5b. From context. Besides these connotations that are more or 
less permanent characteristics of words, there are more immediate 
connotations that come from context, from the way they are used 
at a specific time or from the other words around them. In speak- 
ing we can alter or even invert the usual meaning of a word by 
the tone of voice or facial expression or gesture We can call a person 
a liar in such a way that he will know he is being flattered In writ- 
ing, the tone is set by the general style and by the tenor of ideas ex- 
pressed Wat, for example, may refer simply to a historical event, 
or it may be used with suggestions of bravery or of suffering or of 
chicanery Democracy, communism, monarchy are primarily words 
for types of social organization, but they may carry also suggestions of 
loyalty or hate The full possibility of meaning of many words cannot 
be indicated by a dictionary, consider what would be omitted in a 
standard definition of such words as fascism, income tax, ball game, 
quintessence, the founding fathers (of the United States), scab, the 
fot gotten man, hor^e and buggy era 

Besides these widespread connotations and those that are clear m 
the context, there are often special associations a word may have for 
a particular person, a suggestion that his past experience or his tem- 
perament or his ideals or his imagination has given it for him. In 
impersonal writing such associations are usually suppressed, but in 
familiar writing and in fiction and especially in poetry they play a 
prominent part. 

Making use of the connotations of words gives writing a quality 
of style that is called suggestion. The reader is carried beyond the 
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literal meanings, senses the feelings of the writer, and comes to be- 
lieve in him as a real person. Amateur writers tend to rely too much 
on impersonal denotations and to squeeze out of their writing this 
personal quality. In the following paragraph from “A Death in the 
Country,” Mr. Benet uses only ordinary words, but he suggests a 
definite scene and the emotion of a man remembering the funeral 
of his mother. 

Well, he wasn’t looking forward to a pleasant time. He felt fagged and 
on edge already There was work for the active partner of Norman, Buck- 
stone, and Carroll in his brief-case, but he could not get down to the work 
Instead he remembered, from childhood, the smell of dyed cloth and poig- 
nant, oppressive flowers, the black wisp tied on the knocker, the people 
coming to the door The house was full of a menace — full of a secret — 
there were incomprehensible phrases, said in a murmur, and a man in black 
gloves who came, and a strangeness behind a shut door Run out and 
play, run out and play, but there was no right way to play any more — even 
out in the yard you could smell the sweet, overpowering flowers — even out 
in the street you could see the people coming and coming, making that little 
pause as they saw the black wisp Beautiful, they said, she looks beautiful 
but the glimpse of the face was not mother, only somebody coldly asleep 
Our sister has gone to dear Jesus . we shall meet on that beautiful shore 
. . . but the man spoke words, and the harsh box sank into the hole, and 
from It nothing arose, not even a white thing, not even silver vapor, the 
clay at the sides of the hole was too yellow and thick and cold He’s too 
young to realize, said a great many voices — but for months nothing was 
right The world had stopped being solid, and people’s smiles were dif- 
ferent, and mother was Jesus’ sister, and they gave her clothes away Then, 
after a long ame, the place was green again and looked just like the other 
graves, and the knife in your pocket was a comfort, going out there 
Sundays in the street car — Stephen Vincent Benet, Thirteen O’ Clocks, 
pp 257-58 

5c. Synonyms. A synonym is a word of nearly the same mean- 
ing as another. Often the real difference between them is in the 
connotation. There are very few pairs of interchangeable words 
Even names of specific things, like rhubarb — pieplant, hjerosene — 
coal ml, fltcl{er — yellow hammer, differ, for though they refer to the 
same objects, their connotations are not the same, because one of 
the pair is used in a definite part of the country, or by a specific 
group of people, or under certain circumstances, so that one cannot 
be regularly substituted for another. English is especially rich in 
words of slightly different shades of meaning: fol(e — ^est, obedient — 
dutiful— yteldmg--compliant — obsequious, multitude— throng— crowd 
— mob. Because of these differences in connotation, merely trying to 
escape repetition of a word is not a sufficient motive for using a 
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synonym. It is better to avoid unpleasant repetition by the use of 
pronouns or by recasting the sentence. 

When a writer looks for a “synonym,” he is really looking for a 
word of nearly the same meaning as the one he has in hand but one 
that can give his meaning in the particular sentence more exactly. 
The important point, then, in looking at two or more words of similar 
meaning is to know how they differ. 

Some synonyms should be found before writing the first draft; 
others after the first draft is written. If a writer knows that he is going 
to discuss a subject with which he is not very familiar, he can think 
over the words (really his material) and can sharpen his sense of the 
necessary words before he begins to write If he expects to need 
words for colors, or for the qualities of poetry, or for the parts of a 
radio, he can bring them to mind before he sits down to put words 
on paper. 

But as a rule testing the exactness of words is a matter of revision. 
He can see then the context in which they are to stand and can test 
them for exactness of meaning, for appropriateness to the subject and 
to the readers, for their degree of formality or informality. Some- 
times he can find a single word to take the place of a long phrase; 
sometimes he can replace a general or ambiguous word with one of 
specific meaning, as funny might be amusing^ laughablcy oddy queer^ 
dtfferenty peculiar, or walJ^ might be replaced by a more descriptive 
word Sometimes the change is to bring a word in line with the level 
of usage of the rest of the paper, choosing one either more or less 
formal want — wish — desire, roomy — spacious, fast — rapidly. Some- 
times It IS a matter of finding the exact name for something that the 
writer has seen but has never named in one word, like the small 
platform on which an orchestra conductor stands {podium) y or a part 
of a landscape (perhaps a mesay or a hogback^y or an arroyo). 

There are various tools at hand. Dictionaries group words of sim- 
ilar meaning and indicate the general distinctions between them. 
There are also several books of synonyms Allen’s Synonyms and 
Antonyms (New York, 1921), Fernald’s Synonymsy AntonymSy and 
Prepositions (New York, 1947), Soule’s A Dictionary of English Syn- 
onyms (Boston, 1938), and Roger’s International Thesaurus (rev. ed., 
1946). This Thesaurus (thiso'ras) is probably the most used book 
of synonyms. It lists words by topics, in parallel columns giving words 
of opposite meaning, and offers a wide range from slang to formal 
and even obsolete words. It does not give definitions of the words, 
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so that its chief use is to remind a person of those that he recognizes 
but does not use readily. In this way it is very useful in bridging the 
gap between one’s recognition vocabulary and one’s working vocabu- 
lary. It is often helpful in revising a paper. 

But the prime source of synonyms, as of other words, is conversa- 
tion and reading. A person usually has a plentiful and ready supply of 
words in the fields in which he is really at home. Cultivating a habit 
of observing and using words in discussion is the best background for 
making the choice of exact words easy. And usually the chief differ- 
ence between a pair of closely similar words is in their connotation. 

6. The responsible use of words 

The preceding sections show that exactness in the use of words is 
difficult Words are only roughly accurate in their meanings because 
human beings are not exact, or at least are exact only as the result 
of special training or of some immediate necessity If a person wishes 
to deceive, language offers him the means; by intentional misuse of 
words or by an irresponsible manipulation of the emotional sugges- 
tion in words a “propagandist” (or anyone else) can distort truth and 
make error prevail, at least for a time 

But in spite of some selfish and even evil intentions, an honest 
attempt at communication can be made to succeed. Our semanticists 
may make us too suspicious of words The difficulty is not so much 
in the words as in the intent of the person using them or the lack 
of a responsible purpose. Honest failure in communication is possible 
because of careless or unhappy choice of words, and sometimes we 
fail to make full use of the facilities of our language But a sincere 
effort to convey material with which we are really fatnihar um be 
successful. 

Absolute exactness is not always desirable A person who in con- 
versation IS overexact or overcareful is likely to become a bore, sacri- 
ficing immediate appeal to precision. Often in a poem so much de- 
pends on the connotation of the words that several “meanings’' are 
possible, and properly enough so long as a reader does not insist that 
his interpretation is necessarily the one the writer intended. In simple 
explanation or statements of fact, especially in scientific writing, the 
words are likely to be used for their central core of meaning. In 
attempts to persuade and in any sort of emotional speech, the con- 
notation counts for more. 
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In contexts where exact words are necessary or desirable, as in 
most factual writing and in college writing, there are three typical 
faults to be guarded against • 

6a. Mistaken words. Sometimes a word is used for a mean- 
ing that It has not acquired in its previous history: 

How are the coaches outwitting their ptototypes [competitors?^} 

\n educated man seems to have an expression signifying shrewdness, 
comprehensibility [tinderctanding^\ and originality 

Usually, as in the last sentence (note the signifying), such errors occur 
when a writer is attempting a level of usage in which he is not at home 
or when he confuses two words of similar sound {temerity — timidity, 
jiaunt — flout) Confusion is especially likely to occur between words 
of opposite meaning {concave — convex) Confusions in writing of 
words that sound alike (homonyms) are a matter of spelling rather 
than ot meaning Even if the context makes the meaning clear, as it 
often does, such inaccuracies are a mark of carelessness 

6b. Vague words. Sometimes words are used that are too gen- 
eral to convey an exact meaning They are more characteristic of 
conversation than of writing Counter words like fine, bad, good 
should usually be replaced in writing by more definite adjectives, 
and even words like interesting or important frequently stand for 
some particular sort of interest or importance that could better be 
named, so that the reader’s thought could be brought nearer to the 
writer’s intention Many phrases could be replaced by single exact 
words with a gam in economy and sometimes in definiteness 

1 he men uiih axes would then trim off the branches, while the men with 
crosscut saws cut the laige part of the tree [ttttnJ{] into ten-foot lengths 
Last ycai in a nearby city an occupant \ pnsonci ] in the county jail escaped 
The other thing that I have in mind (A/)' other intention — hope — plan?\ 
IS to go to France 

Another type of lack of meaning is the use of traditionally eloquent 
words that have lost touch with reality 

Pure democracy is inheiently a spiritual cjuality which voluntarily must 
spring from the determined will of the people 

6c. Unfair or unintended connotation. Exaggeration is a legit- 
imate form of expression, but often words are too intense for a 
writer’s meaning. Perhaps a most should be many, or a superlative 
should be reduced to a less extreme statement, or an only or nothing 
but should allow for other possibilities. Or extreme words like 
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umquCy intriguing^ thnll should be replaced by words that arc more 
accurately descriptive. 

Epithets that are emotional rather than descriptive (notorious^ 
ignorant, communist) should be used with special care, and usually 
an expansive emotional patch, like the following description of the 
content of a volume of poems, should be avoided entirely: 

There will be a vivid color and vibrant pulse of life about it And the 
pen of each contributor will touch a chord of desire in the readers’ heart of 
thoughts trooping across its pages, gripping with an inward fire of intensity 
a vast imaginative tapestry of the beauties of America By sparkling streams 
and in green hills there will be found undiscovered places to dream and it 
will be warm and impressive in human emotion 

The best remedy for such writing is to keep looking at the subject 
and to resolve to present it as it really is. This will help a writer ex- 
press himself in words that are relatively exact in meaning 

Attention to the words alone will not make communication ac- 
curate and effective An honest intention to convey information or 
opinion or attitude that the writer really has to a reader in a moder- 
ately attentive frame of mind will result in a responsible use of words. 


Suggested study and writing 

1 « Write out the following information about your dictionary. 

(1) Tide (2) Publisher (3) Date on tide page (4) Date of original copy- 
right (on back of title page) (5) Number of words listed (approximate) 
(6) Docs It have a supplement of new words (7) Does it have a separate 
biographical or geographical section'* (8) Does it have discussions of spell- 
ing, pronunciation, and levels of us^gc in the front of the book^ 

2 . Look up the following words and copy them with the sym- 
bols used in your dictionary to indicate their pronunciation. If more 
than one pronunciation is given, which is the first or “preferred” 
form? Which pronunciation do you most frequently hear and use? 


abdomen 
address (noun) 
adult 

advertisement 

chic 


dachshund 

data 

debutante 

decorative 

depot 


details interest 

economics Los Angeles 

envelope (noun) oblique 

finances research 

harass strata 


3 . Classify by number the words in the following list as (1) words 
you now use in speaking or in writing; (2) words that you under- 
stand but do not use; (3) words you feel you have seen before and 
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might understand in context; (4) words totally unfamiliar to you. 


Look up the words under 4. Which 

ones might be useful to you? 

actuary 

flexor 

marital 

satiate 

amortization 

fugue 

meld 

scherzo 

antimony 

ganglion 

meretricious 

scutcheon 

bathos 

gasket 

metonomy 

semantics 

beige 

gossamer 

moot 

seraphim 

braise 

gradient 

mulch 

snide 

candor 

gunwale 

myopia 

sonar 

carrel 

gusset 

nadir 

statism 

cartel 

hedonist 

nutria 

stet 

claustrophobia 

heliotrope 

odium 

stymie 

cliche 

histrionic 

ossify 

suave 

collateral 

ides 

pabulum 

surreptitious 

Cominform 

ineffable 

paradox 

synthesis 

decalcomania 

innuendo 

peroration 

tcleran 

deciduous 

intelligentsia 

phonetics 

tete-a-tete 

demurrage 

intransigent 

pleistocene 

thesaurus 

derisive 

labot 

proboscis 

twain 

dialectic 

jardiniere 

psychosomatic 

tycoon 

eclectic 

jovial 

quixotic 

tyro 

emcee 

juxtaposition 

quotient 

unilateral 

entrepreneur 

laissez-faire 

rheostat 

vignette 

escrow 

lobotomy 

riffraff 

vinylite 

euthanasia 

lurid 

riparian 

virtuoso 

featherbedding 

magneto 

logue 

zealous 


4 . Study an article of some length in the Oxford English Dic- 
tionary (full-sized edition) (Suggested words can^ do^ eye^ gentle^ 
soldier, treasure ) Bring in a short history of the word you select, 
Its origin, shifts in spelling, meaning, and function, and any interest- 
ing developments which it has undergone 

5 . Make a list of a dozen or more words of different kinds that 
you have added to your vocabulary in the past vear To refresh your 
memory, consult some of your recent papers, check the indexes of 
your textbooks, and consider the various activities you have engaged 
in Prepare a brief statement about the circumstances in which you 
acquired these words, and the way you learned their meaning. 

6 . Reread ^ 2b, “Learning new subjects,” page 309 Learn some- 
thing that IS new to you—by reading or by observing (as by visiting, 
say, a printing plant or a museum) or by talking with someone. 
Write a paper reporting what you have learned and at the end make 
a list of the new words you have used and comment on whether 
they might be useful in future writing or speaking. 

7 . Here is a partial list of synonyms for the verb to flatter in 
Roger’s Thesaurus of English Words and Phrases, Discuss the diffcr- 
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ent connotations of these terms, and indicate in what context some of 
them might be useful in your writing. 

FLATTER, praise to the skies, puff, wheedle, cajole, glaver \pbs or dial ], 
coax, fawn, — upon, humor, gloze [now rare'], soothe, pet, coquet, slaver, 
butter [colloq ], jolly [slang or colloq ] , bespatter, beslubber, beplascer, 
beslaver, lay it on thick, overpraise, cog \pbs ], collogue [obs in this sense ] , 
truckle to, pander or pandar to, pay court to, court, creep into the good 
graces of, curry favor with, hang on the sleeve of, fool to the top of one s 
bent; lick the dust, lay the flattering unction to one’s soul, gild the pill, 
make things pleasant-^ O Sylvester Mawson, ed., Rogers International 
Thesaurus of English Words and Phrases, p 415 

8. Make a list of synonymous terms for each of the following 
words and indicate in what kind of context each might be used 

automobile friend policeman teacher 

food money student work 

9. Correct mistakes in the meaning of words in these student sen- 
tences. Are the mistakes due to spelling or to confusion in meaning ^ 

1 The scientist has to wage numerous battles to achieve success These 
battles may be external or internal internally he has to bicker with his 
cohorts who are reluctant to accept his theories, externally, he has to with- 
stand the public pressure for practical results 

2 Because all mental patients need some nursing care during the day, 
other than that which the untrained workers can give, the present small 
nursing staffs are trying to do an almost inhuman task 

3 I believe that a brief summary of the primitive years of algebra would 
be a great help to any student at the beginning of his first math course 

4 If you are regurgitated at the sight of blood, you should not entei the 
medical profession 

5. The people entering the United States are forced to clan together in 
their own respective circles of society and settlements 

10. Comment on the meaning and wording of each of these 
sentences. Do any strike you as ambiguous or misleading? 

1 In colleges and universities where football has been de-emphasized, 
undergraduates have no physical outlet for their imagination and their emo- 
tions — ^as well as for their muscle cells — and turn their activities toward 
social theories that are a complete antithesis to the principles of free enter- 
prise and opportunity which made us the nation we are today 

2 After the shirt was on you hitched it to the top button of your drawers 
by an appendage, known as a “lab,” at the south end of the bosom 

3. Some people oppose capital punishment on the basis that it is difficult 
to correct if the victim is found to be innocent after his sentence is served 

4. Canada is not suffering from a shortage of automobiles but rather 
from a gap between a good supply and an abnormal demand 

11. In your reading look for a passage illustrating irresponsible 
use of words. When you have found a good example, copy it and 
prepare to discuss in class the individual words in the passage. 

•% 
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CHAPTER MJt 

Qualities of words 


TOPICS OF THE CHAPTER: 

1. Words that weaken 

la Trite words 
lb Euphemisms 
Ic. Big words 

2. Abstract and concrete words 

2a Abuses of abstract words 
2b Appropriate use 

3. Figurative use of words 

3a Use of figures 

5b Sources and types of figures 

4. Allusion 

4a To literature, written and oral 
4b To history 
4c To life 

5. Range and liveliness 


/ we shall have to say that a word is used 

accutately (1) when its literal meaning does in 
fact embrace the objects to which the word is 
applied, and (2) when its emotional character 
corresponds to the feelings which those same ob- 
jects, viewed without prejudice, would generally 
excite — Barrows Dunham 

/ have been leading up — or down, tf you Ul(e — 
to an extremely simple and obvious but funda- 
mental remar J( that no wor d can be judged as to 
whether it is good or badf correct or incorrect, 
beautiful or ugly, or anything else that matters to 
a writer, tn isolation , — A Richards 





SUGGESTIONS FOR USING THE CHAPTER: Chapter 12 ts not directly 
dependent on Chapter 11, Section 1, ** Words that weaken!* which treats 
some elementary matter^, and pet haps Section 2, ''Abstract and concrete 
words** might he ta\en early in a course Sections 3 to 5 could appro- 
priately watt until later and be used as a basis for some wor\ on style, 
to be corned out by obseivation of various styles in outside reading as 
well as in the students* papers* 


B esides their fundamental work m carrying our meaning, words 
have qualities that add to or detract from the appeal made by 
speech or writing, that increase or diminish its readability or its 
listenability From the point of view of meaning, these qualities are 
part of the words’ connotation; from the point of view of impression 
(or artistry), they are a part of style For this chapter at least 
Jonathan Swift’s statement holds “Proper Words in proper Places, 
makes the true Definition of a Style.” 

“Proper words in proper places” carries us back to the principles 
of appropriateness developed in our chapter on Good English, ap- 
propriateness to the subject, to the reader or listener, and to the writer 
or speaker. These principles apply to all phases of our use of language 
but are easiest to demonstrate in a discussion of words. Obviously 
the words spring primarily from 'the subject and must fit it. Dis- 
cussing a machine, we have to name its parts, describe its functions, 
and so on, either in technical or popular terms; discussing baseball, 
we naturally have to talk about bases and bats and pitchers and 
shortstops; discussing the influence of newspapers, we would likely 
mention editorials and headlines and leads and propaganda and 
Associated Press and paid advertisings and our tone would probably 
be serious. But there are always a number of words not specifically 
demanded by the subject, that one writer might use and another 
not. In these some balance is to be struck between the reader’s 
expectation and the writer’s usual habits of expression. This chapter 
IS concerned with some of the problems of this balance, considering 
first some hindrances to a clear meeting between the writer and the 
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RELATED CHAPTERS AND ARTICLESs 


Chapter 3, Good English 
Chapter 10, Qualities 
of Sentences 

* Academic writing 

* Affectation 

* Alliteration 

* Assonance 
^Context 


^Counter words 
^Emphasis 
*E pi grams 

^Experiment in English 
^Heightened style 
^Homonyms 
^Imagery 
^Imitative words 


*Long variants 

^Origin of words 

^Personification 

*Puns 

^Rhythm 

^Style 


reader in their attempt at communication and then some of the 
traits of words that can add not only to a reader’s understanding 
but to his pleasure. 


1. Words that weaken 

Most ideas are not particularly complicated or difficult. Such 
ideas ought to be presented so that they make a direct appeal to the 
readers for whom they are intended. But the style in which they arc 
expressed may be something of a handicap and may even make the 
reading more tiring than is necessary. In Chapter 10 we discussed 
deadwood^ expressions that added nothing to the meaning of a 
statement Here we look at three sorts of words that may convey 
meaning but that kill the interest of a reader, at least of one with 
wide enough experience to have any genuine taste or judgment. The^ 
are trite wordsy euphemtsmSy and big words. 

1 a. Trite words. A tnte expression (or a clichS or a hackneyed 
word) IS a phrase that is overused.^ It is obvious that certain neces- 
sary functional words — a, the^ the prepositions, the conjunctions — do 
not wear out. More important, the actual names of things and acts 
and qualities do not wear out; and formulas like How do you do 
and Yours truly may be used over and over without attracting any 
real attention at all. Expressions that deserve to be called trite arc 
not direct, natural expressions. We can call for bread as often as we 
need to— but staff of life is quite a different matter, linguistically. It 

^ See Eric Partridge, A Dtcltonary of the Chche (London, 1940). 
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s a figure of speech, once bright and perhaps even startling, now 
lircadbare and hardly serving even a weak attempt at humor 
We should not be too severe about triteness in ordinary conversa- 
lon. The common expressions, even if they are figurative, have 
heir place. (Havelock Ellis says “You cannot avoid using chchis^ 
lot even in the very act of condemning them.”) But when they be- 
:ome a conspicuous trait of a person’s writing, he had better watch 
lut. Many trite expressions are a symptom that the writer is in a rut 
ir that he isn’t taking care or showing interest in the actual writing 
A. reader will sense this — and a writer should sense it fiist and pre- 
vent It. “There is nothing improper in such phrases from the point 
of view of correctness,” says Professor Krapp, “but from the point of 
view of style they are worse than incorrect — they are evidence of an 
effort and a failure to attain animation and originality m expression 
. . . the wordy expression makes no special bid for attention, whereas 
the trite expression is supposedly ingenious and worthy of note 
Most trite expressions will be found to be outworn figures of 
speech, frayed quotations, attempts at a gentility that is not appro- 
priate to the idea, or phrases that somehow are found intact more 
often than is pleasing, especially journalistic combinations of ad- 
jectives and nouns. 

1) Worn out figures of speech: 

Father Time tide of battle flowing with milk 

history tells us irony of fate and honey 

darkness overtook us commune with nature trees like sciumelN 

better half [wife] crack of dawn run like a dasli 

Mother Nature boh from the blue a watery grave 

Make your own list. A good deal of slang that is wearing out also 
belongs in this category 

Especially in expressions of sentiment and emotion we would do 
better to remain hteral than to fall back on these ancient figures * “An 
icy chill seized him at the pit of his stomach. What could he do^ 
He was caught like a rat in a trap.” How did he really jeel? 

2) Frayed quotations. Shakespeare has so many magnificently 
quotable lines that a writer who confines himself to the most used 
(All the world’s a stage — ^Uneasy lies the head — To be or not to be — 
Not wisely but too well) makes his readers guess that he has never 
actually read Shakespeare or he could make fresher choices. The Bible 

^ A Comprehensive Guide to Good English^ p. xvi. 
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IS similarly sinned against, though so many of its phrases have passed 
into the common language that it is not always fair to label them trite. 

If you want to illustrate a point by quotation, it is safest to take one 
from your own reading rather than to relv on these stock expressions 
Euphemisms Many readers now are particularly sensitive to 
verbal attempts to bring our rather stern and rowdy existence m line 
with ‘*the finer things of life”, honest toil — marts of trade — keep body 
and sottl together — gentle reader (See page ^37 ) 

4) Orthodox epithets Some adjectives are found too often be- 
fore the same nouns, some adverbs become linked to particular verbs 
This IS particularly a trait of what is called jownalese^ where phrases 
seem to become traditional and later to lose touch with actual 
observation 

This sort of triteness (and other sorts as well) Frank Sullivan re* 
corded in his “Cliche Expert” series in The New Yorker, In this ex- 
tract the C'liche Expert, Magnus Arbuthnot, is discussing his calling 

Q- Mr \rl)iithnot, you are an expert in the use of the cliche, are you not^ 
\ — Yes, sir, I am a certified public cliche expert 

Q-~ In tint case would you be good enough to answer a few questions on 
the use and application of the cliche in ordinary speech and writing^ 
A- I should be only too glad to do so 

I hank you Now, just for the record — you live in New York? 

A — I like to visit New Yoik but 1 wouldn’t live here if you gave me the 
place 

Q — 1 hni where do you live^ 

A — Any old place I hang my hat is home sweet home to me. 

Q — What IS your age^ 

\ - I am fit fur, and forty 
Q — \nd your occupation^ 

A — Well, alter burning the midnight oil at an institution of higher learning, 
1 wis for a time a tiller of the soil Then I went down to the sea in 
ships lor a while, and later, at various times, I have been a guardian 
of the law, a gentleman of the Fourth hastate, a poet at heart, a bon 
vivant and raconteur, a prominent clubman and man about town, an 
eminent — 

Q-- Just what IS your occupation at the moment, Mr Arbuthnot? 

\ — At the moment I am an unidentified man of about forty, shabbily clad. 
Q- Now tliLii, Mr Arbuthnot, what kind of existence do you, as a cliche 
expert, lead? 

A — A precarious existence 

Q — And what do you do to a prccariesus existence? 

\ — I eke it oui 

Q — How do you cliche experts reveal yourselves, Mr Arbuthnot? 

A — In our true colors, of course 

Q — Now, Mr Arbuthnot, when you are naked, yoik are . . • 

A — Stark naked 
Q — In what kind of daylight? 
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A — Broad daylight 

Q-^What kind of outsider arc you? 

A — rm a rank outsider 
Q — You are as sober as 
A — A judge 

Q — And when you are drunk? 

A — I have lots of leeway there I can be as drunk as a coot, or a lord, or 
an owl, or a fool — 

Q — Very good, Mr Arbuthnot Now, how brown are you? 

A — As brown as a berry 
Q — Ever see a brown berry ^ 

A — Oh, no Were I to see a brown berry, I should be frightened, 

Q — ^To what extent? 

A — Out of my wits 
Q — How about the fate of Europe? 

A — It IS hanging in the balance, of course. 

Q — What happens to landscapes? 

A — Landscapes are dotted 
Q — How are you attired m the evening? 

A — Faultlessly 
Q — What goes with “pure” ? 

A — Simple 
Q — What are ranks? 

A — Ranks are serried Structures are imposing Spectacles are colorful 
Q — Thank you, Mr Arbuthnot What kinds of beauties do you like' 

A — Raving beauties 
Q — How generous are you' 

A — I am generous to a fault 
Q — How IS corruption these days? 

A — Oh, rife, as usual 
Q — How do you point? 

A — I point with pride, I view with alarm, and I yield to no man. 

Q — What do you pursue? 

A — The even tenor of my way 
Q — Ever pursue the odd tenor of your way? 

A — Oh, no I would lose my standing as a cliche expert if I did that 
Q — As for information, you 
A — A mine of information 
Q — ^What kind of mine? 

A — A veritable mine 

Q — What kind of cunning do you affect, Mr Arbuthnot? 

A — Low, animal cunning 
Q — And when you arc taken, you are taken 
A — Aback 

Q — I see Well, Mr Arbuthnot, I think that about covers the ground for 
the time being I’m sure we’re all very grateful to you for your coop- 
eration and your splendid answers, and I think that everyone who has 
listened to you today will be a better cliche-user for having heard you 
Thank you, very, very much. 

A — ^Thank yo«, Mr Steurer It’s been a pleasure, I assure you, and I was 
only too glad to oblige 

— Frank Sullivan, “The Cliche Expert Takes the Stand,” 
abridged from The New Yotf(er, Aug 31, 1935 
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Wc should not of course slow up our first writing by stopping to 
find original phrases, but we should be sensitive enough to triteness 
to remove it from our copy in revision. The remedy is nearly always 
the same, look squarely at what we are talking about and present 
It simply and as exactly as possible. 

lb. Euphemisms. A euphemism is a pale or comfortable word 
or phrase used instead of the more common or abrupt name for some 
discomfort or suffering, or for something presumed to be offensive 
to delicate ears The substituted expression may be more vague, less 
harsh in sound or connotation, than the more exact and literal term 
It displaces; it is often abstract, semilearned, or a Latin derivative 
instead of the native English word ^ 

The most excusable euphemisms arc those intended to soften the 
misfortunes of life Though they remind us of the taboos of primitive 
languages, at their best they are a sign of fundamental kindness: 
pass on or pass away for dte^ laid to rest for buried In intimate human 
relationships, in letters and in conversation with bereaved people, 
these are a sign of human sympathy; but their use in impersonal 
situations, in journalism or literature, makes for weakness The Style 
Bool{ of The Detroit News tells its writers (p 75)* “In writing of 
vital statistics — death, birth, marriage — be content to state the facts 
without unnecessary embellishment Forget about the stork, the grim 
reaper. Hymen and Cupid ” 

The largest group of euphemisms has a somewhat moral rather 
than an emotional origin, for it consists of substitutes for many short 
abrupt words, the vigorous monosyllabic names of certain physical 
functions and social unpleasantness. One of the aspects of “Victori- 
anism,” as it is generally understood, was this rather remote vocabu- 
lary For years sweat was taboo among “the upper classes" as both 
verb and noun, and was replaced by perspire and perspiration Spit 
became expectorate, drunl{ was intoxicated, and even drinks (the verb) 
tended to become imbibe in all uses Story took the place of Ite^ or in 
various dialects it was whopper^ fiby misrepresentation Both stin\ 
and smell gave way to orfor, belly to abdomen^ and so on 

One of the conspicuous traits of modern style has been to discard 
these euphemisms and return to the short and ugly (to some 


M Steadman, Jr, "Affected and Effeminate Words," ^nieruan Speech, 1938, 
13 13-18, gives a number of such words from students^ lists Sec also Edwin R. 

Hunter and Bernice E Gaines, "Verbal Taboo in a College Community," American 
Speech, 1938, 13 97-107. 
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people; worus ut tne common language, oome reaiiscic novelists 
seemed motivated as much by naughtiness and a desire to shock as 
by artistic accuracy, but they have now won almost complete free- 
dom, for themselves and for others. A number of euphemisms survive 
only in a playful dialect — avoirdupois and embonpoint for weight or 
stoutness^ limbs for legs^ though the humor is usually more intended 
than successful. 

Euphemisms show one side of the relation between language and 
social attitudes. They represent timidity sometimes but more often 
a conscious seeking for “respectability.” People who would never say 
damn could say P. D. Q. without qualms. At a more serious level 
newspaper euphemisms like companionate mairiage, love child ^ wcial 
diseases allowed virtuous people to talk about matters they would 
never have mentioned by their more common names. The recent 
recognition of the seriousness of venereal diseases, for example, has 
led to consistent campaigning by doctors for more direct discussion, 
so that most papers have taken syphilis from their blacklists 

At present there is a conspicuous group of euphemisms found in 
the treatment of social situations, especially by conservative writers. 
Workers become our industrial army. The aged or old people are 
senior citizens. What in 1893 was known as hard time^ is now called 
a depression and a slighter falling off of business a leces^ion Those 
out of wor/{ or pbless are the unemployed^ perhaps the victims of 
technological unemployment (an accurate but distant noun) , and the 
poor are the underprivileged We cannot always avoid using these 
words, but it is necessary for a writer to keep clearly in mind the 
specific unhappiness and suffering they name 

A third group of euphemisms has developed in “the business 
world” funeral director for undertaker, tonsorial artut (now humor- 
ous) for barber, reconditioned for second-hand, public i elation^ coun- 
sel for press agent, laundress for washerwoman, paying guest for 
lodger or boarder — and we are even guests on the more luxurious 
trains Specific industries have two dialects of their own, their neces- 
sary technical vocabulary and a euphemistic one for the customers 
(or “clients”). The New Yorker told the story of a young man )ust 
taken on to receive complaints in a firm that dealt in oil burners. 
His first day he noted down a customer’s complaint that his burner 
had exploded. “ ‘Young man,’ said his superior, breathing fire, ‘you 
won’t get very far in this business until you learn that we do not 
have explosions. We have puffbacks.’” 
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Except for these journalistic and commercial terms, and some taboos 
of the radio and television networks, the movies, and newspapers, 
the temper of the times is now against euphemisms in writing; and 
unless circumstances actually demand a substitute for the ordinary 
names of things and situations, a writer should call a spade a spade — 
simply of course and without unnecessary emphasis Fowler’s advice 
IS right* “Euphemism is more demoralizing than coarseness ” 

Ic. Big words. We are using the term to cover several 

common faults of writing that come from an unhappy use of words. 
The words may not be long or uncommon {deeniy doff, dwell are big 
words in the sense of this article), but they are big in that they are 
too heavy for thetr place ^ 

There is little objection to long words when they are called for by 
the subject and are appropriate to the reader and come naturally to 
the writer Long words are the only and necessary names for many 
ideas and for many things, and they must be used in much technical, 
scientific, and professional writing — though they may be overused 
even in the writing ot specialists Sphygwograph, schizophremay 
Pleistocene all have their place, though it is a restricted place (If one 
ot these words becomes needed in ordinary speech, a shorter form or 
a substitute usually arises, as TNT did for triniti otoluene) Some 
longer words may be needed, especially m formal writing, for rhythm 
or connotation tmmenioitaly nndttfariouSy provocativey infxmtesimaly 
anticipation 

Here we are looking at big words that do not fit, that are too 
heavv or too pretentious for the subject or for the writer They are 
often written thoughtlessly or to show off, but they are often written 
also in a serious attempt to “improve” one’s expression The writer 
tails to realize that he will improve his writing by more exact and 
moie suggestive words rather than by translating his thought from 
the ordinary words in which it naturally occurs into more pretentious 
ones As Fowler puts it in his article on “Long variants” “ ‘The 
better the wiiter, the shorter his words' would be a statement need- 
ing many exceptions for individual persons & particular subjects; 
but for all that it would, & especially about English writers, be 
broadly true Those who run to long words are mainly the unskilful 
h. tasteless; they confuse pomposity with dignity, flaccidity with ease 
& bulk with force ” 

^ See Rudolph Hesch, The Ait of Readable Writing (New York, 1949), Chapters 
12-16 
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Gclett Burgess has written an eight-page plea for the use of short 
words entirely m words of one syllable. He begins: 

This IS a plea for the use of more short words in our talk and in what we 
write Through the lack of them our speech is apt to grow stale and weak, 
and, it may be, hold more sham than true thought For long words at 
umes tend to hide or blur what one says. 

What I mean is this If we use long words too much, we are apt to talk 
in ruts and use the same old, worn ways of speech This tends to make 
what we say dull, with no force or sung But if we use short words, we 
have to say real things, things we know, and say them in a fresh way We 
find it hard to hint or dodge or hide or half say things 

For short words arc bold They say just what they mean They do not 
leave you in doubt They are clear and sharp, like signs cut in a rock — 
Gelett Burgess, S^or/ Words Are Woids of Mighty Chap Book No 2 of 
the College English Association 

It IS natural for a person to feel that his own speech is not good 
enough to use in public appearances and in writing It is true that our 
day to day language is not good enough — but the ren\edy lies in im- 
proving and extending its best features, not in assuming an unnatural 
language The goal of much English teaching has been the develop- 
ment of a formal style, and conscientious students have dutifully 
translated their material into such passages as this, in which a girl 
introduces us to a fat man oiling a lawn mower at some historic 
shrine that she does not bother to name or place: 

As we approached one of the beautiful histone buildings of western New 
York as yet unscarred by time’s relentless talons and having about it an 
intangible aura of antiquity, we observed a man of over ample proportions 
kneeling beside a lawn mower to lubricate us creaking wheels The act lent 
a jarring and anachronistic note to the peaceful scene 

This sms against Good English ^on three counts first, the material 
is a simple picture which is obscured by such phrases as time's relent- 
less talons^ intangible aura of antiquity^ a 'jarring and anachronistic 
note — not to mention the man of over ample proportions lubricating 
the lawn-mower. Second, the writer did not visualize her readers. 
Ordinary people are bored by such formality and the intelligentsia 
is not fooled by the affectation. Third, and most important, it is not 
appropriate to the writer, an alert and intelligent girl — who shortly 
after began to write more naturally. 

Big words are a special curse today in much government writing 
(“gobbledygook”), in the more pretentious journalism, and in some 
academic writing, especially, it seems, m the social studies. Try turn- 
ing into your own words the following (quite true) statement: 
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Out of the interstimulation of conversation there emerges an interweaving 
of understanding and purpose leading to co-individual behavior Of course 
the conversation may be divisive, as well as integraUng But even these 
divisions may be regarded as mere differentiations within the general syn- 
thesis of human behavior Thus in conversation is found that mutual 
understanding and common purpose essential to effective and continuous 
cooperation 

A continued use of big words not only alienates a reader; it may 
let a professional writer or a student write without feeling or even 
without really knowing what he is saying. Some of the commonest 
big words that occur in student writing are. 


advent 
behold 
congregate 
deem 
doff, don 


domicile 

dwell 

metropolis 

nuptials 

participate 


peruse 

reside 

stated (for said) 

termed 

transpire 


The remedy for this type of big words is simple Read aloud to 
yourself what you have written and if you find it conspicuously differ- 
ent from the way you would tell the same thing to a friend, consider 
the words carefully and see if you can’t use the simpler, informal 
words that are natural to you — let no others stand in your copy ex- 
cept for very good reason. 


2. Abstract and concrete words 

The names of persons, animals, objects, materials, places — in gen- 
eral, “things” that can be seen and* touched — are concrete bankfr^ 
payee, oa\, delphtntum, police dog, chromium, water, island The 
names of qualities, conditions, actions, summaries of particular facts, 
and so on are abstract goodness, honesty, pep, oomph, feat, height^ 
culture, beauty, infancy, sophistication, system, singing. 

It IS easy to identify such clear cut examples, but there are many 
words which are abstract or concrete according to their use youth — 
a youth, force — forces (soldiers), painting — a painting, sprinkling — 
a sprinf{ling (as of pepper) A number of words cannot be classified 
either as abstract or as concrete outside of their context: music, war, 
word The names of actions — racing, stalling, striding— diXt gram- 
matically abstract but since they suggest a picture they may seem as 
vivid as concrete words, but in general, abstract words do not suggest 
a picture and are less colorful than concrete. This is especially true of 
divided and borderline words * youth is not so clear cut as boy, young 
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man^ student, forces are not so easily visualized as army^ soldiers, 
or troops. 

2a. Abuses of abstract words. Abstract words are for ideas, for 
opinions, generalizations, summaries of experience. One of the less 
happy traits of much current writing is the use of abstract words 
where words that suggest a picture would fit better. A movie com- 
pany, going about the very practical business of getting people to come 
to a picture, composes a paragraph without a single concrete word 
in it except, perhaps, audiences 

We confess to a belief that this is a significant and inspiring event in 
the history of the American cinema — an extraordinary adventure in enter 
tainment And therefore we prefer that the first uidiences be the domimin 
cultural group in the community 

This use of abstract words is closely related to the use of scientific 
and pseudo-scientific words instead of more common ones. Students 
in the upper college classes, after courses m physics, biology, eco- 
nomics, sociology, education, and so on, sometimes have to struggle 
to write their native language Customs have become mores, jails 
and prisons penal institutions, various twists of personality are com- 
plexes, opinions are often reactions These are useful words, and 
people with literary educations are likely to be unduly suspicious of 
them; but since they lack suggestion they are best left to ituir 
respective fields of study if there are common words for the same idc.is 
Using such technical terms and imitations of technical terms is one 
of the principal temptations of thoughtful and well-educated writers 
For this fault Malcolm Cowley Criticizes Lewis Mumford in a review 
of Mumford ’s The Cidture of Cities 

Mumford is entirely too fond of fancy words with Greek or Latin roots 
Sordor, geotect, resorption, sessile, vermicular, encystment, plexus, nexus, 
locus, polynucleatcd, perdunng, depauperated the effect of words like these 
IS to distract attention from the subject under discussion and to center it on 
the style Mumford hates a heavily ornamented facade in architecture, wh^ 
does he tolerate it in his own prose? But there is more involved than a 
mere question of ornament Savages believe m the magical properties of 
words, they think that enemies can be slain anel cattle and wives made 
fruitful by finding the proper incantations There is a vestige of this belief 
in every writer, I suppose, but in Mumford there is more than a vcsiige 
When he dislikes some feature of our civilization — for example, trailer 
camps — he slays it with epithets hurled like thunderbolts “Mechanical 
escapism, as embodied in the trailer and the tiailer camp, is one of those 
ludicrous examples of ideological miscegenation of which the modern world 
IS full the neurotic offspring of romanticism and mechanics, . But 
people will go on riding in trailers for all of Mumford Ideological mis- 
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cegcnation is often good fun — M alcolm Cowley, The New Republic 
April 20, 1938 

The fact that people with ideas often have an aloof style partly ex 
plains why ideas do not spread more rapidly. Ideas exist only m 
words and if the words are foreign to large numbers of people, those 
people can’t grasp the ideas, can’t “think ” Some of the blame lies 
with writers who make thinking unnecessarily hard H T Webster, 
whose cartoons show that he knows the language people use, sums 
this fact up: 

And I doubt if weMl ever get far with currency stabilization or other 
international economic adjustments until economists begin abandoning the 
argot of celestial mechanics 

The trouble with the Better Minds is that They Don’t Speak Our Lan- 
guage — The Forum^ Dec 1933 

2b. Appropriate use. The point for writing is that specific 
facts, narratives of experience, and applications of ideas to particular 
Situations should be written in concrete terms; general ideas, sum- 
maries of experience, and opinions of all sorts need abstract words — 
but even they will reach a wider audience and be more emphatic if 
they can be expressed in concrete terms Often a wiiter makes his 
point in both abstract and concrete terms, gaining in emphasis from 
the repetition and appealing to dilTerent readers through the dif- 
iciciii qualities of the two sorts of words 

In the following abstiact paragiaph there are hardly half a dozen 
coiK rete words capitalt^t^^ c olJee crops, cot ner stone (used figuratively), 
consumers, Alice in Wonderland, doctors. The absti actions here are 
good English, suited to the author (a professor of philosophy), to 
the audience and readers (originally the selection was a lecture in a 
college senes, and was later published as a bcx)k tor people interested 
in general ideas), and to tlie subject (an opinion about a whole 
social system), 

Bor quite apart from the qucsuonable morality of the profit system or 
the moot question whether a society without some form of the profit motive 
could become a permanent development, there remains a less debatable 
consideration The capitalistic economy has as the cornerstone of its logic 
not the profit motive but the profit system If the capitalist economy docs 
not work even in the way of steadily producing profits for capitalists, it 
would seem urgently to call for revision Even the layman is by this time 
familiar, often through bitter personal experience, with the gruesome talc 
of economic collapse, collapse that recurs in cycles an'd seems fated at each 
cyclic recurrence to become more serious Capitalism depends on expand- 
ing markets, which in the nineteenth century were findable, as were raw 
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materials, in hitherto industrially unexploitcd regions of the world. A more 
efficient technology demands more buyers for its products The pyramided 
concentration of wealth, the saturation of markets, the inability of consumers 
to buy, the surpluses which must be sold at panic prices or destroyed — one 
recalls the destruction of bumper coffee crops in Brazil — the consequent un- 
employment, the increase in technological unemployment with the develop- 
ment of new machinery, these are all symptoms of a permanent disease of 
our present economy, a disease which 1929 simply made painfully dramatic, 
as the World War had made clear the consequence of rivalry for markets 
and raw materials A system that repeatedly fails to provide profits for the 
entrepreneurs, and with its cycles of unemployment and its increasing burden 
of apparently permanently unemployed fails to insure minimum decency 
of life or security for the employed — only Alice in Wonderland could quite 
approve the logic of such an arrangement, only a loose user of words could 
call It a system or a success No wonder that doctors and witch-doctors have 
been called m to cure itl No wonder that the uneasy rich and the im- 
patient poor look hungrily for a Messiah > — Irwin Edman, Four Ways of 
Philosophy^ pp 135-36 

The nouns in the following paragraph are almost all concrete. 
They show a more popular — and here a more intense — criticism of one 
phase of the same industrial system. 

Indeed there is much to be said on both sides Watching a tractor save 
the labor of fifty men, a steam shovel dispensing with picks and shovels and 
aching backs, a pulmotor bringing a dead man back to life, a silver air- 
plane against a blue sky — one can only rejoice in the utility and the beauty 
which the machine has brought But when one realizes that a fleet of not 
over five hundred of those silvery beauties, each with a bomb suspended 
beneath it, is readily capable of utterly destroying a civilization, such as that 
of England, in something like two hours’ time, when one views the dour 
and besotted ugliness of the Pittsburgh industrial district, when one reads 
of little girls scalped by machinery while working on the night shift in 
Chinese cotton mills — the hymn of thanksgiving somehow sticks in one’s 
throat — Stoart Chase, “The Good and Evil of the New Industiialism, ’ 
Cunent Htsioiy, July 1929 

Concrete words seem to be closer to the writer s thoughts and feel- 
ings, they are easier for a reader to grasp, and they control the reader’s 
thoughts more exactly than general terms can College students must 
read a good deal of abstract writing in their courses, but they should 
remember that their own writing is often of specific, intimate matters 
and should be as concrete in style as their subjects allow. 

3. Figurative use of words 

Although we may not be aware of it, we use words figuratively 
in our conversation all the time, and practically all writing, except 
perhaps works of reference and purely scientific or scholarly papers, 
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makes some use of figurative language. It is one way to make our 
meaning more exact, more complete, more interesting, or more in- 
tense. The reason for discussing figures is not to be able to name 
them but to become aware of resources of our language that we 
sometimes do not make full use of in our writing 

3a. Use of figures. Words have their usual, fairly exact, literal 
meanings, but they can also be used figuratively ^ A table may be 
not only a piece of furniture, but the food that is served A fraternity 
IS a house Head has its original, literal meaning as a part of the body 
but is applied to the highest or foremost or principal part of a wide 
variety of things— of a screw, nail, pm, army, the force of a stream 
of water, bay, news story, stalk of gram, hammer, bed, golf club, 
beer, boil, barrel — not to mention parts of a number of machines 
and the leaders of all sorts of institutions and governments and 
movements. Ordinary speech is full of these figures we play ball 
when we work with others, we may chime in by adding our voice 
to others’. Figures are the basis of much slang — a person may be 
(like) a peachy a prunCy a wet blanhety a good eggy a five minute 
eggy a mole, 

A figurative use may in time become a new “sense” of a word, 
as head of a pin or nail has — there is no other word for it and it is 
listed as one of the regular meanings of head in dictionaries. These 
are no longer real figures but ex- or dead figures For style we are 
concerned with those that still suggest a more or less fresh borrowing 
of a term from a different field 

Since figures of speech are likely to i)e a little conspicuous, they 
need to be used with care, so that they make a genuine contribution 
to understanding or to the appeal of the passage It is better to do 
the best possible with literal words unless a happy and accurate figure 
comes to mind These qualities need to be considered 

1) Naturalness Figures should seem to come naturally from the 
way the writer sees his subject, to be the sort that he might use in 
his conversation. They should not be tacked on or used just to be 
different or “to make an impression” — they should bring the reader 
closer to the writer’s actual sense of his subject. There are many fig- 
ures, especially comparisons (tired as a dogy lap of luxury) y which 
are pretty threadbare, but which still work when we’re not too 

^ Sec S I Hayakawa, Language in Aetton (New York, 1941), Chapter 12, Rickert, 
Chapter 3, McKnight, Chapters* 14-17 Fowler has articles on the individual figures of 
speech, as do other reference works on writing and on literature 
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fussy about the effect we are making on our listener. But in writ- 
ing we should be more careful. “Trees that stand like sentinels” is an 
example of the lazy, trite, and really useless figure. Trees of course 
do stand like sentinels sometimes — but it would not occur to most of 
us to say so if we hadn’t heard the phrase before, and our repetition 
of It doesn’t help our subject or do credit to our style More conspicu- 
ous still are tags of literary figures (like the arms of Morpheus and 
Mother Nature) which wore themselves out long ago — so long ago 
that they can hardly be used any more even in fun. Either stock or 
forced figures keep us from seeing the picture clearly and tend to 
make a reader doubt a writer’s sincerity Some of the more pretentious 
and less scrupulous advertising loses its effect because of use of ex- 
treme figures* “A joy package of surprise ribboned with rainbow 
laughter,” for instance, is an unhappy advertisement for a movie 
Struggling for freshness usually brings on either these trite figures 
or strained ones The figures to use are the ones that come naturalU 
to your mind when you are trying to give an exact account of the 
subject They do not need to be unusual, but should fit in their con- 
text and sound as though you were actually thinking them 

The figures in this paragraph not only help illuminate Mr Fer- 
guson’s point but sound as though they came naturally from his w w 
of seeing things Each of the italicized phrases could either be omitted 
or translated into literal words; but if you try it you will see the loss 

Before the newspapers got hold of it, the term “swing’' in its best sen^i 
was a musician’s shortcut way of saying that the music had conn a/tir, 
that Its phrases ran beautifully together ltl{e foothills and filled the tvofld 
There is no word for this transformation jiom the passive to the uitin 
voice — or little conscious appreciation of it either, for the more complex 
music becomes and the farther we get from its sources, the more dependent 
we are on “interpreters’’ Music has two lives first the concept in sonu- 
body’s head and heart, second the expression In between it is a nntnim^, 
because for all its intricacies, notation can’t do more than tell you whiu 
to dig for the body It has a great passive beauty even on the flat page ot 
the score, it is true, and any ham [borrowed here from its application to 
actors] symphony orchestra could hit a couple of clean chords from the 
“Egmont” overture and bring your heart up to your shoulders But virtu 
osity becomes too greatly prized (the highest soprano, the fastest cadenza) 
and pedestrtanism too easily tolerated in a field where few can wal\ at all 
And so we have these versions that make you suspect Bach shot thiity- 
second notes into the score with a machine gun, and that music in general 
could be added up like a column of figures One thing does not run into 
another, each note being written down and so fixed, like a fly on a pin, 
they play it that way with triumphant tenacity Whereas music should 
always flow as beautifully as words tn the speaking voice — Otis Ferguson, 
“Benny and the Budapcsls,” The New Republic, Oct. 5, 1938 
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2) Consistency If a figure is continued through more than one 
phrase, sometimes it becomes “mixed” — becomes inconsistent in some 
way 


As he passed to greater wealth and newer offices he closed the door forever 
upon the stepping stones by which he had risen 

The sophomore who wrote “My father is a limb in a chain of the 
business cycle” couldn’t have been thinking either about his father 
or about his writing. 

Mixed figures are often used intentionally as a sort of easy but 
sometimes effective humor — like those attributed to Samuel Goldwyn 
(“They’re always biting the hand that lays the golden egg”) or this 
from Jurgen 

“Indeed, it is a sad thing, Sylvia, to be murdered by the hand which, 
so to speak, is sworn to keep an eye on your welfare, and which rightfully 
should serve you on its knees ” — James Branch Cabell, Jurgen, p 124 

As a rule a figure should not be carried very far, but occasionally, 
especially in interpretations, one may dominate several sentences or a 
paragraph, as the “breaking up of the Victorian ice” in this* 

To be young is always a difficult, dangerous and confusing business — but 
It can seldom have been so difficult, so dangerous, and above all so confusing, 
as in England during the first ten years of the twentieth century Those 
years were witnessing the earlier stages of a change-over from one social 
ordei to another, a change which was completed by the War The Victorian 
ICC was beginning to break up, but a great deal of it was still fairly solid, 
especially away from the centre of the stream, along the banks and in the 
backwaters Even there, however, the movements of the central currents 
were disturbingly felt Cracks began to «hoot through family life, and the 
firm Victorian faith in the inevitability of family affection, large chunks of 
the ciudcr forms of religious belief broke off and were carried away, omi> 
nous shivers ran through the sanctity of marriage, filial obedience, the com- 
placent acceptance of social inequality, and other solid-seeming structures 
Above all the moral conventions, those delicate tacit assumpuons of what 
constitutes desirable behavior, on which each generation stands, were in 
motion — they shifted under your feet, pushed by some unseen force, they 
tilted sideways, and threatened to plunge you into unknown waters — Ann 
Bridge, Enchanter's Nightshade, pp 38-39 

3) Appropriateness Since figures are used to make the passage in 
some way more effective, they should be appropriate. They should 
be accurate enough to contribute to the meaning and they should 
be in tone with the subject and style. This is out of key: 

In learning more about him I found that he was just about the kindest 
man I have ever met He had the heart of an elephant and the mind of 
a genius 
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And these figures seem much too violent to suggest even voracious 
reading: 

He sank his teeth into the throat of the book, shook it fiercely until it 
was subdued, then lapped up its blood, devoured its flesh and ciunched 
Its bones 

But the metaphors in this add interest and color to Mrs. Lind- 
bergh’s picture: 

But the next morning we were giants again in seven-league hoots The 
engine, roaring anew after a few hours’ work in calm water, lifted us 
easily into the air. Once more the harbor dwarfed to Japanese-garden pro- 
portions The trees became moss, the thatch-roofed house, a child's toy. 
And these tiny dolldtl^e figures in a miniature boat, waving match-sttc\ 
arms — who were they? Of course, the singing sailors — Anne Morrow 
Lindbergh, North to the Orient, p 173 

3b. Sources and types of figures. Since figures are not just 
ornament but a means of conveying meaning, their form is not so 
important to consider as what they contribute to what is being said 
On this basis the more common figures can be discussed in six groups. 

1) Resemblance The most common figures of speech are the vari- 
ous types of comparisons, and very common they are, in both speak- 
ing and writing Conversation uses many metaphors and similes, 
old standbys such as red as a rose, go like a shot, a cold shoulder, 
tower of strength, the somewhat newer expressions from slang — a 
wet blan\et, people an inch deep, get a load of this, pulled his 
punches, and fresher, special inventions that are more appropriate 
in writing. It is easy to borrow words from one field of thought or 
work and make them fit in another — like fadeout, close-up, from the 
movies; asset, liability from business, and so on. 

Metaphors and similes are characteristic of all Writing except 
routine exposition They serve the purpose of all proper figures of 
speech, making the writing more exact, more concrete, more alive 
and interesting. 

Metaphors and similes and analogies all make comparisons, but 
the three figures differ in form and in fullness. An analogy is usually 
a rather full comparison, showing or implying several points of 
similarity; as in the paragraph by Ann Bridge quoted on page 347. 
A simile makes a comparison exact, labels it by an introductory 
word, lt}{e or as. A metaphor is the shortest, most compact of these 
comparisons; in it the likeness is implied rather than stated explicitly. 
Typically the writer asserts that one thing is another (in some re- 
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spcct), or suggests that it acts like or has some of the qualities of 
something else, as in the examples below 

But meaning is an arrow that reaches its mark when least encumbered 
with feathers — Hfrbert Read, English Prose Style, p 16 

And up we had climbed until we were face to face with those giants, 
snow-streaked, and the bright fog sitting on then shoulders — Anne Morrow 
Lindbergh, North to the Onent, p 154 (A simile would be “those mountain 
peaks, ltl{e gtanU ”) 

the tracks ot Held mice weie stitched across its [the snow’s] surface 
in the morning — Josephine Johnson, Winter Otchatd, p 307 

, for the waves cast by a pebble of thought spread until they reach 
even the nitwits on the shoies of action — Irwin Edman, Fow Ways of 
Philosophy, p 100 

Two welUupholsteied ladies leaving the Broadhurst Theatre — The New 
Yorker, April 9, 1938 

The difference between a metaphor and simile is merely one of 
phiasing where the metaphor implies the likeness, a simile says 
specifically that one is like the other, using the words like or as, A 
literal statement of similarity is not a simile — “the Congress is like 
a state legislature” is plain statement of fact A simile is a comparison 
in which two objects differ in most respects but still may be strik- 
ingly alike in some one respect that is important to the writer’s im- 
mediate purpose 

woods like Pei stun tugs where Autumn was commencing — Wilbur 
Daniel Steele, “Bubbles” 

He knows the unfortunate penchant of black bass of the same size for 
trying to swallow each other, like competing laboi unions — A J Liebling, 
The New Yorkei, Feb 5, 1938 

What seems to be lacking in the older prose is the sense of the uninter- 
rupted flow of the mind Bagehot, for example, appears to cut off this 
continuum, shall we call it, into arbitrary lengths, as we slice chunks off a 
cucumber — Bonamy Dobree, Modern Prose Style, p 225 

And yet if the new generation were fed exclusively upon the best of 
scientific writing it is doubtful whether they would be conditioned against 
war For such great impulses as the dangerous, competitive life are, of 
course, emotional and spring from ancestral regions into which the logic 
of facts penetrates like a bullet which shoots through the trunk of a tree 
leaving only a hole which the living tissues quickly close — H. S. Canby, 
“War or Peace in Literature,” Designed for Reading, p 89 

An analogy compares one idea or situation with another, ordi- 
narily noting several points of similarity instead of just one as m 
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metaphor and simile. Suggestive analogies often bring home or 
emphasize an idea: 

By what process of reasoning can a man who is quite conversant with 
the separate meanings of put^ of and of with ever infer that to put up 
with means to endure? We might as reasonably expect the person w ho has 
discovered the several properties of carbon, hydrogen, and oxygen to infer 
from them the amazing properties of alcohol In neither case do the elements 
afford a clue to the nature of the compound — P B Ballard, Thought and 
Language^ p 168 

Most firearms carry a little higher than they are aimed But not the pen 
With that, aim just above the target, and a little to the left — Christopufr 
Morley, The Saturday Review of Literatun, Sept 24, 1938 

2) Relationship. Metonymy and synecdoche are two figures of 
speech which substitute for the exact name of something the name of 
something closely associated with it. Strictly, synecdoche gives the 
name of a part when the whole is meant (so many mouths to feed, 
a sail in the offing, plant employing sixty hands) y or of a whole for 
a part {Minnesota won [the team won], the army adopts a policy) 
But synecdoche is now generally regarded as a type of metonymy, 
the use of one word for another that it suggests 

The material for the object made of it mbber for footgear made of rub- 
ber, or for automobile tires, glass for tableware or a window 

The malcer or source for the thing made Sha\espeare for Shakespeue’s 
plays, England meets America in the Davis Cup matches 

Any name closely associated with the object in the red, capital and labor 
for employers and workmen, men in the upper brackets, for wealthy men, 
a dish for something to eat. White collar class, “5 Miles of Boys March on 
Fifth Av play to the grandstand 

Metonymy is not only a common figure of speech (common in both 
formal and colloquial usage) but it is one way in which the meanings 
of words change. Long use of the crown for the ktngy the heait for 
courage or for sympathy and similar use of hundreds of other words 
have given these words definite secondary meanings in dictionary 
definitions. 

3) Degree of statement. Exaggeration is a figure of speech (also 
called hyperbole) when it is not intended to deceive but to emphasize 
a statement or situation, to intensify its impression. Exaggeration may 
mean choosing a word of broader or more intense meaning than literal 
accuracy would call for (like perfect for excellent^ or mob for people^ 
starved for hungry y or rout for retreat) y or it may be a more complex 
exaggeration of statement, as m the following passages: 
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But the feelings that Beethoven put into his music were the feelings of a 
god. There was something olympian in his snarls and rages, and there was a 
touch of hell-fire in his mirth. — H. L. Mencken, “Beethoven,” Prejudices* 
Fifth Senes, p 89 

These little self-contained flats were convenient; to be sure, she had no 
light and no air, but she could shut it up whenever she liked and go away. — 
John Galsworthy, The Man of Property, p 224 

Exaggeration is one of the most common colloquial figures, crys- 
tallized m many phrases “dead tired,” “thrilled to pieces,” “I’m all 
ears,” “a thousand thanks.” Such standard phrases pass off well 
enough in ordinary conversation but often seem trite on paper. 

A too free use of superlatives or of intense adjectives is weakening 
and should be avoided* 

Within the limits of Colorado, New Mexico, Arizona, and Southern Cah- 
tornia there are four centers of sublime and unparalleled scenic sublimity 
which stand alone and unrivalled in the world 

Exaggeration is a frequent source of humor, both literary and pop- 
ular A mass of American anecdotes and tall tales hinge on the fig- 
ure— as in the yarn told of Kit Carson (and probably of others) that 
in the Valley of Echoes in Jackson County, Wyoming, it took eight 
hours for an echo to return, so that he would shout “It’s time to get 
up” as he went to bed and the echo would wake him up in the morn- 
iiu; The Paul Bunyan stones make a cycle of popular exaggeration. 

The figure is as much a part of more sophisticated humor and 
same 

b nglishwomen’s shoes look as it they fiad been made by someone who 
had often heard shoes described, but had never seen any, and the problem 
ot buying shoes in London is almost insoluble — unless you pay a staggering 
taiiff on American ones What provokes this outburst is that I have just 
bought a pair of English bedroom slippers and I not only cannot tell the 
left foot from the right, but it is only after profound deliberation that I am 
iblc to distinguish between the front and the back — Margaret Halsey, 
With Malice Toward Some, pp 99-100 

Understatement is the opposite of exaggeration and often a form 
of iiony It may mean stating an idea in negative terms (litotes) or 
in less strong words than would be expected: “Dempsey was not a 
bad fighter.” 

And as he still came toward her, she darted at his legs and threw him. 
It had been years, thirty or more anyway, since Dr. Hopkins had been 
thrown off a raft and he had lost the knack. Being thrown off a raft is 
not an orgamzed sport, — Sally Benson, People Are Fascinating, p. 71 
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Irony is implying something markedly different, sometimes even 
the opposite, from what is actually said. Light irony is a form of 
humor, severe irony is usually a form of sarcasm or satire — though 
exact definition in such matters is impossible and rarely fruitful. 

Life, you see, gradually approaches a sort of homely perfection, all ihe 
little inconveniences ironed out, only the large grotesquerics remaining un- 
changed from year to year — war, poverty, melancholia, and the lethal fumes 
from internal combustion — The New Yor^er^ Aug. 14, 1937 

“We made two dollars,'’ Merle told her, “off nineteen steers The cattle 
business is very good Next year we might try twenty and buy a big dish- 
mop in the fall “ — Josephine Johnson, Now in November^ p 222 

The broadest form of irony is an inversion of the intended mean- 
ing, as in the following passage from William Saroyan Saroyan 
means exactly the reverse of the advice he seems on the surface to be 
giving about the use of unessential ad)ectives* 

But rules without a system are, as every good writer will tell you, utterly 
inadequate You can leave out “utterly” and the sentence will mean the 
same thing, but it is always nicer to throw in an “utterly” whenever 
possible All successful writers believe that one word by itself hasn’t enough 
meaning and that it is best to emphasize the meaning of one word with 
the help of another Some writers will go so far as to help an innocent 
word with as many as four and five other words, and at times they will 
kill an innocent word by charity and it will take yeais and years for some 
Ignorant writer who doesn’t know adjectives at all to resurrect the word 
that was killed by kindness — Wiliiam Saroyan, Preface to The Dating 
Young Man on the Flying Trapeze 

4) Order and position Words get an added quality from their 
position in relation to other words, as we have seen in the discussion 
of climax and anticlimax in Chapter 10, page 294 Frequently one 
of the results of a contrast is to emphasize the key words of the two 
matters contrasted; this is particularly true if the comparison is ex- 
pressed in balanced sentences. The combination of incongruous or 
surprising details (as in Mark Twain’s “Always tell the truth; it 
will please some people and astonish the rest”) throws emphasis on 
the pivotal words. The qualities of the context in which words 
stand affect their meaning and the impression they give. 

5) Word play. Writers have always used and formed words with 
a certain freedom — after all, writers are in part the creators and cus- 
todians of the language. ^Clipped words {natchy home ecy ex-pug) 
and ^blends (hke Timers cinemadolescent) arc likely to be familiar 
or hght, but they show the same language processes as the liberties 
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taken by the makers of literature. Similarly puns (More trouble is 
made by in-laws than by outlaws; the hire learning m America) are a 
source of humor but are obvious and easy examples of the use of 
words that produces compression and double connotations of words. 
Occasionally a writer hits on a happy new form, as luminence^ 
which is not in the dictionaries but may be a more fitting word m a 
story than either luminousness or luminosity, which are. 

It is true that the success or failure of this freedom with words 
is a matter of judgment, of effectiveness and appropriateness. For 
the most part we use the words our culture provides for us. Straining 
for novelty, even in light writing, may be disappointing, but some 
freedom in the use of language is natural, and only its excesses are 
to be discouraged. 

6) Sound. Emphasis may be given to words by their sound, and the 
tone of a statement may be influenced by the consonants and vowels, 
by alliteration, and by rhythm. Reading aloud what you have writ- 
ten IS one of the principal ways of testing not only its pleasantness 
but also the exactness of the emphasis and meaning the words will 
have for a reader. A conscious or conspicuous use of sound is one 
of the factors of style and frequently influences the choice of words, 
though It IS perhaps best regarded as a trait of sentences. 

4. Allusion 

Since no one can think of a subject in a mental vacuum, a writer 
who is trying to convey his sense oj( a subject will include some in- 
cidental matter — to add interest, to explain more clearly, to emphasize 
what he is saying Some of this will be allusions, brief references to 
literature, to history, to things, to people and what they do In part 
these allusions are added content, contributing to the development 
of the subject. But since they are voluntary additions of the writer, 
to a considerable extent their purpose is stylistic — a way of saying 
something that could have been put differently — and may properly 
be included as a phase of the choice of words 

4a. To literature, written and oral. Many people who write 
are widely read, and so interested in what they have read that allusion 
to it naturally appears in explanation of other matters. (They may 
use quotations, too, but we are talking of a less formal use of reading.) 
Speeches from two Shakespearean plays are referred to in the fol- 
lowing passage: 
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There ts nothing new tn heaven or earth not dreamt of [Hamlet] in our 
laboratories, and we should be amazed indeed if tomorrow and tomonow 
and tomouow [Macbeth] failed to offer us something new to challenge 
our capacity for readjustment — Carl L Becker, The Heavenly City of the 
Eighteenth Century Philosophers^ p 23 

William Beebe refers to a Poe story in describing the life-cycle of 
a tiny animal 

Poe wrote a memorable tale of a prison cell which day by day grew 
smaller, and Opalina goes through much die same adventure — Jungle 
Days, p 22 

Allusion to written literature is more characteristic of formal Eng- 
lish than of informal, which is apt to borrow from proverbs, cunent 
phrases, advertising (“that good Gulf weather”), and the great stock 
of colloquial phrases (“more possibilities than a pig bank has 
pennies”). 

Homely, everyday phrases can be used to advantage in any in- 
formal discussion: 

The thing for the faculty of the University to do is to ta\e it easy Don’t 
get excited Walk,, don't run to the nearest exit and enpy life tn the open 
In a few months the sun will shine, water will run down hill, and smoke 
will go up the chimneys just the same — William Allen White, Tht 
Emporia Gazette 

And allusions to familiar formulas can be turned to fresh account, 
as It is here: 

All of Stratford, in fact, suggests powdered history — add hot watei and 
stir and you have a delicious, nourishing Shakespeare — Margaret H\lsfy, 
With Malice Toward Some, p 65 

4b. To history. We often ^llude to outstanding events in the 
past* to Waterloo, Gettysburg, the election of 1932, and to the lives 
and characters of impoitant persons. 

The voice of duty speaks differently to Savonarola, to Cromwell, to 
Calvin, to Kant and to the contemporary communist or fascist — Irwin 
Edman, Pour Ways of Philosophy, p 292 

Detailed historical reference is rather characteristic of formal writing; 
brief reference to better known events characterizes informal writing 
More characteristic of current writing is allusion to current events, 
persons in the public eye, immediate affairs. But one difficulty with 
such casual allusions is that time makes them hard to identify — a 
reason why Shakespeare’s plays and other older literature need ex- 
planatory notes. This was written in 1921: 
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Suppose a young man, just out of college and returned to his moderate- 
sized home town in Ohio (why not Maiton'^), honestly tries to make those 
contacts with the national culture which Mr Sherman so vigorously urges 
him to make — Harold Stearns, The Boot^man, March 1921 

*‘Why not Marion^” is meaningless to young people today, and many 
o£ their elders will have forgotten that it was President Harding’s 
home town, often referred to in 1921 But missing the allusion does 
not interfere with the point of the passage As with other such 
references if a reader does recognize the allusion, he has an added 
pleasure. Such topical allusions are best for immediate consumption, 
and since most of us are not writing for the ages, they are quite fit. 
They help make a piece sound as though it was written in the present 
and as though its writer was awake to what was going on 

4c. To life. One of the most fertile kinds of allusion, and one 
that IS open to everybody, is to the things that people do, the things 
around us, bits from our work, our sports, our hobbies It was natural 
for Carlo Levi, an M D , to write “The sky was a mixture of rose, 
green, and violet, the enchanting colors of malaria country” (Chnst 
Stopped at Eholi^ p. 63). The directness of modern style encourages 
such allusions to the life around us, as in this bit from a discussion 
of teachers’ oaths 

But, It is said, teachers have great influence on the young, and we must 
be sure that the young are under proper caie Very well If we are to 
insure the patriotism of those who have influence over the young, let us 
do so Let us begin with parents and have them take an oath to support 
the Constitution Let us include newspaper men, and especially the design- 
ers of comic supplements Let us line up all the mo\ie stars Let us insist 
on an oath of allegiance from radio performers If the teachers are to be 
required to take an oath, Amos and Andy should be required to salute the 
flag and sing the “Star Spangled Banner” twice a day — Robert Mwnard 
Hutchins, No Ftteruily Votce^ pp 122-23 

Besides their real function of adding something to the meaning, 
allusions also suggest the personality of the writer, even if he is posing, 
because the allusions that naturally occur to him come from his past 
experience and are brought to mind because they are interesting to 
him. One reason that many themes seem so depersonalized is that 
students often leave out these allusions — even take them out after 
they have naturally strayed into the first draft. We should expect that 
a student who likes to read Ernest Hemingway or LiT Abner would 
occasionally refer to something he had read; or that one interested in 
dogs or sailing or jazz or classical music oi* the life of Napoleon 
would occasionally bring in a bit from one of these interests to point 
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jp another subject. If an allusion doesn’t fit, it is easily taken out in 
revision; if it does lit, the paper will have just so much more meaning 
ind life, and the words will have not only meaning but a greater 
depth of connotation. 


5. Range and liveliness 

The qualities of words that we have been discussing contribute 
not only to communicating information and ideas but also to the life 
and force of writing, in a word to its readability Completely colorless 
and impersonal writing sometimes may be desirable and even neces- 
sary, as m scholarly papers, but it makes a less deep impression and 
must limit the readers to those already having a concern for the subject. 

The following paragraph is quite accurate but quite colorless — and 
very few people could read through the fifteen-page pamphlet from 
which It comes 

Our way of life is menaced today and we are concerned about its defense 
The first step in the defense of democracy (as we realize more readily in 
times of crisis, though it was just as true in easier days of security) is to 
ensure an understanding and appreciation of its essential values and of the 
obligations it entails So many young people have grown up thinking of 
the advantages of democracy in terms of their personal liberty to do what 
they like, and so devoid of any sense of the claims of democracy upon their 
service, that we arc now able to see clearly how seriously our educational 
institutions have been failing to transmit our ideals and to play dieir part in 
developing the attitudes and loyalties on which our free society depends 
for Its very survival 

One of the outstanding traits of modern writing is the range and 
vigor and suggestiveness of the words used We do not need to go 
to works that make primarily a literary appeal to find this Here are 
paragraphs from two recent factual discussions that show range and 
a generally lively style One is from an article on intelligence tests, 
the other a survey of recent American painting The writer’s atten- 
tion in each is firmly centered on his immediate subject, but he has 
not switched off the rest of his mind. He takes words and instances 
as he finds them, puts them to work, and conveys not only his ideas 
but a sense of life An outstanding trait of each is the range of the 
vocabulary, from casual colloquial words to rather technical. 

Half the abihty in this country goes down the dram because of the failure 
of intelligence tests to measure the real mental ability of the children from 
the lower socio-economic groups, and because of the failure of the schools to 
recognize and train this ability This country cannot survive as the leading 
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world power unless we iearn how to discover, recruit, and train more of 
the brains in the lower-incomc groups — Allison Davis, “Poor People Have 
Brains, Too,” The Phi Delta Kappan, April 1949, 30 294 

Another irrinnt contributing to the drift of the American artist into his 
present state ot forthright nationalism was his old grievance against the 
European porirainst, usually a third-rate member of the pretty-pretty school 
of eyelash affixers, who crosses the Atlantic to batten on portrait commissions 
from the culturally illiterate These “artists” are merely commercial limners, 
^klllful in surface flashiness and clever masters of the technique of publicity 
and social flattery Americans who try to click heels with them usually end 
up on an elbow The news and society rt porters (not the art critics) give 
them yards of publicity with photogiaphs dramatizing their records among 
European royalty A visit to Washington would produce sittings from Con- 
gressmen, a member of the Cabinet or even the President — every American 
ruler since 1912, except FDR, patiently sat to some foreign painter, for 
^‘reasons of stale ” After a year among our dollar aristocrats, the “artist” 
would carry back across the Atlantic with him as much as $50,000 — his 
departure attended by the futile curses of better but less suave American 
portraitists It is a condition that obtains even today American taste in the 
upper brackets being what it is, our lords and ladies of breeding and position 
like to feel that the same brush that painted Duchess Thisque or Countess 
Thatque can be hired by Mrs Smith to outshine Mrs Jones — Peyton Bos- 
well, Jr, Modem Amettcan Paintings p 73 

A college student, alive and thinking, can aim to express his 
ideas with similar life, and can draw on his total store o£ words as 
well as of ideas. 


Suggested study and writing 

1. The language in the following student theme is noticeably 
flat and lifeless Read the theme carefully and make notes on specific 
words and phrases that contribute to this effect Point out each vague, 
inexact, and trite expression that you find, and indicate how the theme 
might be revised for greater clarity, emphasis, and brevity. 

Eioademng foi Stuvtval 

To know one’s field well when stepping forth from an institution of 
higher learning is invaluable, but specialization that neglects the broader 
aspects of learning is not desirable The studying of subjects in a given field 
cannot be pursued too long or too well, as the speed of modern-day living 
seems to shorten our lives Any field is almost inexhausuble in its context 
for the ordinary span of human life A person could spend all of his waking 
hours in search of the ultimate goal — complete knowledge — for the whole 
of his life, and yet die an unsatisfied seeker This is common knowledge, 
and yet each and every one of us tries to crack the wall. 

When a man, or a woman, as the case may be, matriculates from college 
in the school of engineering, for example, and knows his subject very well, 
his chances for survival in that field are fairly good, depending, of course. 
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on the opportunities available He may know engineering to the letter, but 
will he make a good engineer if he doesn’t understand his fellow man^ 

In days gone by, a knowledge of only one field was sufticient, but in our 
complex modern society, all knowledge is related and if a person doesn’t 
want to live a life of seclusion in a hermitage, he must know something 
about quite a few things 

This broadening of knowledge should infiltrate into all fields through 
sociology courses, philosophy courses, and even through the reading of books 
Such authors as Emerson, Whitman, and others too numerous to mention, 
give one a way of life that, when bonded to the concrete knowledge of 

specialized courses, will give him a basis for a life that surpasses all in 

value When man realizes that he must broaden his knowledge toward 

practical living, he will then create for future generations to come a far 

better world, for man does not live by bread alone 

2 . Reread “Abstract and Concrete Words,” page 341, then use 
each of the following words in a sentence, indicating whether you 
have used it as a concrete or an abstract word. 

artistic Friday mercy suspicion 

centimeter humor Orientals taffeta 

factor insult poetic tiiangle 

3 . Study the quality of the words in the following paragraphs, 
the first from “Macbeth” in Tales from Sha\e spear e, by Charles and 
Mary Lamb, the second a translation of this passage into “Basic Eng- 
lish” by I A. Richards and Christine Gibson. Which passage uses 
more abstract words? In which is the language more figurative? 
Point out by line number significant differences, omissions, and addi- 
tions in the two passages 

1 Now was the middle ot night, when over half the world nature seems 

2 dead, and wicked dreams abuse men’s minds asleep, and none but the wolf 
sand the murderer is abioad This was the time when Lady Macbeth waked 
4 to plot the murder of the king She'would not have undei taken a deed so 
6 abhorrent to her sex, but that she feared her husband’s natuie, that it was 

6 too full of the milk of human kindness, to do a contrned muidci She 

7 knew him to be ambitious, but withal to be scrupulous, and not yet prepared 

8 for that height of crime which commonly in the end accompanus inordinate 
e ambition She had won him to consent to the murder, but she doubled his 
10 resolution, and she feared that the natural tenderness of his disposition 
n (more humane than her own) would come between, and defeat the pur- 
12 pose So with her own hands armed with a dagger, she approached the 
18 king’s bed, having taken care to ply the grooms of his chamber so with 

14 wine, that they slept intoxicated, and careless of their charge There lay 

15 Duncan in a sound sleep after the fatigues of his journey, and as she viewed 

16 him earnestly, there was something m his face, as he slept, which resembled 
IT her own father, and she had not the courage to proceed 

X Now It was the middle of the night, when half the earth seems dead, and 
2 men’s minds are troubled in their sleep, and no one is about but the animals 
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• of the woods and men with crimes to do This was the time when Lady 
4 Macbeth was designing the death of the King She would not have under- 

6 taken an act so shocking to a woman but for her fear that Macbeth had 
« not a hard enough heart to do such a crime She was certain that he had 

7 a great desire to become King, but he had a strong sense of what was 

8 right, and was still not ready to do crimes on the scale which is generally 
V necessary in the end for those who have so strong a desire to be great He 

10 had been foiced by her to give approval to the violent step, but she had 

11 doubts about his decision of mind, and she had a fear that his naturally 
\2 kind heart (it was softer than hers) would come between, making the pur- 
18 pose come to nothing So with a knife in her hand she came near the 

14 King’s bed, having taken care to let the servants of his room have so much 

15 wine that they were unconscious in sleep, without a thought for their watch 

16 There was Duncan, sleeping well after his long journey, and looking at him 

17 with great attention, she saw that there was something in his face which was 

18 like her father, and she was kept from the cruel act — I A Richards and 
Christ INF Gibson, Learning Baste English, p 64 


4 . Collect a list of euphemisms from your reading Ads and busi- 
ness pages in your newspaper make good sources. Carefully vague 
statements by leaders of business, labor, and government are also good. 
Be prepared to translate the euphemisms into matter of fact words. 

5 . Make a list of euphemistic expressions for the following terms 
and tell under what circumstances or m what contexts each euphem- 
ism might be found. 


hairdresser 
washwoman 
janitor 
saloon 
he (noun) 


servant 

stupid 

reform school 
insane asylum 
poorhousc 


theft 

false teeth 
bad breath 
wig 


6 . Turn back to the “Cliche Expert” (pages 335-336) and study 
Mr. Arbuthnot’s answers Think not of the words but of the actual 
object, condition, or action to which the words refer Then consider 
the cliche in relation to it Does it express what you really think ^ 
For example, daylight^ not the word but the condition Do you 
think of It as broad? Farmer^ not the word, the man Does tiller of 
the soil suggest him vividly Be prepared to discuss ten or fifteen of 
the cliches in the passage and to suggest words or phrases which ex- 
press with some accuracy what you actually think 

7 . Study the use of figurative language m the following student 
sentences. Which figures are unsuccessful and why? Which seem 
best to you? 

1 A waim breeze danced as I sat on a chartreuse carpet of middle-aged 
fir needles I thought about how nice our camp was and suddenly I wasn’t 
fed up to the teeth with it any more 
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2. To rise up from the shadows of poverty and ignorance in which they 
have been wallowing for centuries, the Chinese will have to take some 
large steps 

3. To me a fircroom is a place full of enchantment and excitement Its 
intricate fuel lines appear from the bilges like vines creeping up the face 
of the boiler, putting olf branch shoots to each individual boiler assembly 

4 You’ll soon see for yourself that entering into activities on the campus, 
is like climbing down a pyramid, your opportunities will grow greater and 
greater 

5 The manner in which he took the bare facts of the city and wove them 
into interesting angles was very interesting 

6 The lake was gorgeous that night An egg-yolk moon was beaming 
over the lime-jello and whipped cream waters that were spanked by a 
dancing breeze 

7 It had been snowing since early morning, a steady snow driven by a 
frigid, biting wind The earth and sky were fused into a furious swirling 
mass of white By late afternoon the streets were covered Only the steam- 
ing man-holes remained untouched, sole survivors of the invasion Win- 
dows lost their transparency and became fuzzy rectangles of light Parked 
cars turned into pyramids of snow Pedestrians plodded along at forty-five 
degree angles, fighting the wind The tempo of the city came to a slow drawl 

8 Most of us in America are well on our own feet, able to buy and enjoy 
the things we need, but when a displaced person who is able to crawl under 
the iron curtain enters the United Slates, he doesn’t know which way to- 
turn and often falls into the wrong hands 

8 . Discuss the following figurative expressions on the basis of 
their literal meaning and connotation, their effectiveness, and their 
currency in present-day speech or writing Which of these expres- 
sions do you use^ Which would you consider trite 


crocodile tears 
crepehanger 
bonehead 
road hog 
lion’s share 


yellow streak 
dumbbell 

to wolf one’s food 
greenhorn 
busy as a bee 


play possum 
chicken-hearted 
a bull market 
doghouse 


9. Collect from your reading one or two examples each of good 
use of metaphor, simile, analogy, understatement, and exaggeration. 
Look for these examples in all kinds of reading matter, from classical 
literature to the sports page. Be prepared to discuss the reasons for 
your choice. 

10. Read the following passages carefully and prepare to discuss 
in detail the characteristics of the language m each selection Notice 
whether the words are predominantly abstract or concrete; note the 
connotation as well as the denotation of the words, the use of figures 
of speech, unfamiliar or technical words, and the general clarity and 
effectiveness of each passage. 
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1. Ever wish there was something interesting to do on a date besides 
ordering up a serving of Farley Granger and hamburgers and colas for two? 
Farley, of course, is fun — but how about doing something different for a 
change? Here are some ideas for “just us” dates, for you and your best boy 
only, suggestions that are high in fun, low in folding money, and just right 
for two who ‘‘like to do anything so long as it’s together ” 

For instance, how about a Saturday-afternoon date at the art museum 
in your town? Whether you’re a part-time Picasso or a “just looking, 
thanks” admirer of good art, you can spend a pleasant hour or two going 
through the galleries or looking at special exhibits . 

If you’re a big-town gal, a trip to the planetarium, aquarium or science 
institute, with your own private Einstein in tow, can add up to a neat after- 
noon And to kill two birds with one stone (try the aviary on the left, 
please), you might make a trip to the North Pole via the planetarium, check 
on giant snails in the aquarium and watch a demonstration of man-made 
lightning at the science institute — then turn the whole afternoon into a 
written report plus extra credit for science class at school Makes wonderful 
reading in your diary too* — Maureen Daly, “Fun for Two,” Ladies* Home 
Journal y May 1950 

2 B-Board a board (committee, to you) ot officers, appointed to deter- 
mine the qualifications of another officer and his fitness for remaining in 
service When an officer has several unfavorable efficiency reports, he is 
automatically and tentatively put in “Class B” and js ordered to appear 
before a board of officers which decides if he shall remain in the service, 
or be eased into civil life with a mere modicum of his pay They talk of 
going up before a B-board, and of being B-boarded The process is not al- 
ways fatal by a large margin, for there are manv who “beat the board ” — 
Elbridge Colby, Army Tall(^, p 17 

3 Going out to lift some potatoes I put up a hare which had been lying 
among the withering haulms He looked as big as a fox as he went up the 
bank and across the cherry orchard The next time I went that way I took 
a gun not that I have anything against hares, but the meat ration being 
what it is, humane considerations faih My gun did not bring a cit/et de 
lievtt appreciably nearer, because with very little patience, and more than 
five diopteres of hypermetropia, I can probably claim to be the worst shot 
in Britain, at a moving target — Edward Hyams, The New Statesman and 
Nation y April 1, 1950, 39 366 

4 Thus, too, there is the mysticism of war There are those for whom 
war IS a vocation, to whom the thought of the universal holocaust is sooth- 
ing, who arc torn by internal strife unless, in their profession as killers, 
they can commune with carnage The imagery of slaughter is for them the 
way of mortification As leaders, they are not mere “careerists,” looking 
for a chance to let their friends in on government contracts at a high figure. 
They are mystic soldiers, devout — and killing is their calling What of 
them? 

They find solace in the thought of the great holocaust, and they love the 
sheer hierarchal pageantry, the Stoicism of the disciplinary drill, the sense of 
unity in the communal act of all the different milit?iry orders marching in 
step, or the pious contemplation of the parade made static and “eternal,” 
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in the design of a military burial grounds, with its motionlessly advancing 
rank and file of graves 

What of these votaries, when their motives are hierarchally amplified, 
and empowered, with the great new weapons?* And what of the fragments 
of such dedication, among the petty officials and journalistic hacks who 
know nothing of this quiet, deep-lying terror, but would do their lowly 
bit towards its unleashing, in daily pronouncements and bureaucratic fina- 
glings that add steadily to the general ill will throughout the worlds — 
Kenneth Burke, A Rhetonc of Motives^ p 332 

5 The Btg Wind on Capitol Hill 

(A stenographic report of a discussion in the House Appropriations 
Committee concerning the President’s rights to withhold money ap- 
propriated for the Air Force ) 

. . . Mr Sheppard Please, I feci kindly about this issue I am just con- 
cerned about the modus operandi If the power is vested in any individual 
to the extent that he supersedes the expressed will of Congress, and where 
he himself has signed the law, is there any logical reason why he could not 
do It to a complete degree if he so determined it was the wise thing to do^ 

Secretary Johnson Absolutely, as long as he is exeicising sound judg- 
ment and discretion and not vitiating the doing of things which are his 
duties when he defends the United States I think ii is within his province 
and authority so to act 

Mr Sheppard I do not want to be unduly insistent, but was your answer 
that he did have the power to the completeness, or only proportion a tel > ' 

Secretary Johnson Repeating it for the third time, my statement is 
that there are certain duties and obligations that arc those of the President 
, of the United States and the Commander in Chief 

Sheppard I will say this much, that our discussion heie this morning on 
the record has been very indicative, insofar as I am concerned, that it is going 
to behoove this committee in the future to write language in the appro- 
priation bill with mandatory phraseology, if the committee wants its will 
to be carried out in its completeness That, I think, has been demonstrated 
to a definite degree — Vance Johnson, Washington Correspondent, San 
Francisco Chronicle, February 5, 1950 
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,,, an honest and mdunjious manufactwei , 
who has fairly proem cd the taw materials, and 
worked them up with a laudable degree of if^tll 
and — hdvvird Ciihbon (of himself as 

historian) 

His \the teacher s\ ptoblem is to protect the spirit 
of inquiry, to f^eep it from becoming blasS from 
overexcitement, wooden from toutine, fossilized 
through dogmatic instruction, or dissipated by 
random exercise upon trivial things — John Dewey 





SUGGESTIONS FOR USING THE CHAPTER Tht^ chapter presents the 
various steps tn the evolution of a reference paper and the principal prob- 
lems of form involved Piobably it should be run through rapidly with 
special attention to the eaily sections and to the specimen pages when the 
assignment ts first approached, to get a clear picture of the goal. Then the 
sections can be tal^en in detail as the stages of the paper are met. Exercises 
and practice jobs are especially important 

The general type of paper to be developed, its length, the type of sub- 
ject, and so on, will be set by the particular course A specific pattern of 
footnotes and bibliography ts recommended, but the most common varia- 
tions are also indicated Directions for use of the optional forms or of any 
others desired should be carefully dictated or mimeographed for distribu- 
tion to the students. A clear understanding of the goal is of great 
importance 


A COLLEGE LiBRAR\ IS for fuli and for work It furnishes an al- 
most limitless number ot books and periodicals for leisure 
\ reading and for supplementing the laboratories, lectures, reci- 
tations, conferences, and textbooks in the main work of education — 
furthering the intellectual development ot teachers and students 
The college library is not fundamentally dirferent from the school 
and public libraries you have already been using, though it may well 
be larger and more complexly organized It has its staff of specialized 
librarians, stated hours, rules for the circulation of books, a system of 
classifying and arranging books to which the key is the card catalog, 
the stacks full of the books themselves, and various special locations 
of particular kinds of works All these a student needs to know, for a 
self-reliant use of the library is absolutely necessary to carrying on 
college work. This training is necessary too for later life A college 
graduate isn’t expected to know everything, but he ought to know how 
to find out about almost anything. 

For your leisure use of the library you need to know its general 
rules, how to find books through the card catalog, the location of the 
recent periodicals, the new book shelf, the fiction section, the location 
of any particular sort of book that specially interests you, the provisions 
for browsing and casual reading, the most comfortable chairs and the 
best lighting. You need also to know the difference between rapid 
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RELATED PARTS OF THE BOOK: 

Chapter 1, The Activity of Writing 
Chapter 7, Writing Patagraphs 
^Diagrams, graphs, etc 
^Fundamentals 
^Illustration ( Pictorial ) 

^Outline form 
^Plagiarism 
^Quotation maikj 
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reading and careful study, that is, know when to read fifty to a hun- 
dred pages an hour, getting the gist of a story or of some light book, 
and when to read thoroughly, digesting carefully all that the writer 
says ^ 

This chapter docs not deal with leisure reading, but with one phase 

library *is it applies to writing a paper for which the material 

IS entirely or largely drawn from reading, called variously a library 
paper, or term paper, or research paper, or source paper, or investiga- 
tive paper, or letercncc paper 


1. Purposes of a reference paper 

A reference paper is a record of study in some special field, scien- 
tific, social, historical, literary Genuine or “original” research is the 
discovery and discussion of material that has not been generally 
known; undergraduate research is usually based on published in- 
formation that has been gathered by someone else Most undergradu- 
ate papers are primarily a record of intelligent reading in several 
sources on a particular subject 

^ For helpful suggestions for the torincr see C Gilbert Wrenn and Luella Cole, How 
to Read Rapidly and Well (Stanford University, 1935) and for the latter, Mortimer J 
Adler, How to Read a Book (New York, 1940), Part 2 
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Since a good deal of college work consists of acquiring and dis- 
cussing the information and ideas of others, a standard method of 
discovering material, making notes of it, and presenting it has been 
developed. Preparing a reference paper gives practice m using this 
method. The paper in composition courses often emphasizes method 
and form and so prepares a student for later papers in other courses. 
Advanced work in literature, history, and the social sciences especially 
depends on this sort of study, and in sciences a laboratory experiment 
IS often supplemented by research in what has been previously done. 
The same methods, more elaborately developed, are the basis of grad- 
uate work m the various professional schools, the means by which 
theses and dissertations and monographs are manufactured. These 
methods of research are also the basis of many sorts of reports and 
industrial studies A glance at the “learned journals'’ in a college li- 
brary will show that in every field of knowledge there are periodicals 
which contain research articles written by specialists, usually for other 
specialists Such articles are produced by these research methods and 
presented in what is only an extension of the form dcsciibed in this 
chapter. A freshman “reference paper” is a start on the road of scholar- 
ship that extends through the advanced courses in college to the work 
of professional people who are steadily adding to the knowledge and 
understanding of the past and the present It is also practice for vari- 
ous papers that a college graduate may be expected to do, for a club 
or some special group, as part of a business project, or to answer 
questions raised in his day-to-day experience, to find i>ood evidence 
for an opinion an intelligent person can hold. 

Besides offering training in research methods, a paper of this sort 
shows the various stages of the writing process very clearly Because 
of its length and often the complexity of its material, each stage be- 
comes of particular importance. A mistake in choice of subject will 
make all later work a chore, gathering the material is by far the 
largest part of the task, selecting material and planning the paper are 
conspicuous because of the amount there is to be said, and the form 
of manuscript requires special attention because of the footnotes and 
formal bibliography. Each stage requires time and judgment and 
provides an opportunity to observe and practice various methods of 
composition. 

At first thought the writei’s contribution to a reference paper seems 
slight. The material is from sources outside his experience, the style 
is impersonal and rather formal, and the intention is primarily to 
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inform rather than to entertain or move But actual work on a paper 
shows how large a part the individual really plays. He chooses a 
subject in line with some interest of his own He not only uncovers 
the material, often using considerable ingenuity, but he must use his 
judgment constantly in selecting which ot dozens of facts fit his pur- 
pose. This purpose he has defined for himself, and he arranges his 
points in a plan that will accurately emphasize his sense of their 
relative value The methods of gathering material have been worked 
out by thousands of research workers who have preceded him, the 
form of the manuscript has been standardized, but the actual content 
represents his interest and judgment at every step 

Furthermore, a reference paper is not necessarily a series of facts 
alone. Facts must be interpreted s for only the most common knowl- 
edge can stand without some comment on its meaning Questions of 
causes, of results, of importance arc not settled by recording informa- 
tion; a mind must work on the data to find the proper relationship 
between them and to see their meaning in perspective. No one can 
gather and present intelligently research m.iienals without leavmg his 
mark on them 

The main purpose of a research paper, from the point of view of 
a composition course at least, is to give training in college writing, 
in gathering, reflecting on, organizing, and putting in readable form 
material gained from study. But much of the interest as well as the 
profit for the writer comes from the mart rial itself, from learning 
something new and becoming a bit of m authority in a small field, 

2. Choosing a subject 

You can write a reference paper on almrist any subject, but if you 
let yourself choose “almost any subject'' at random, you will be sorry. 
Such a paper is a long job and will become a bore or at least a waste 
of time unless you take a subject that interests you, that will add 
something useful to your stock of knowledge. It is a good idea to 
consider two or three possible fields so that your final selection will 
represent a choice based on comparison of their possibilities. 

2a. Choosing a field. The natural way to begin choosing a sub- 
ject for a reference paper is to consider a field in which you are really 
interested. It may be business or medicine or engines or dress design 
or anything else It may be a field that you are studying in another 
course, chemistry or history or social science or a language; any course 
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touches briefly on subjects that you would like to know more about, 
raises questions that it does not fully answer. 

Your own experience has raised many questions that can be an- 
swered with a little study. You may have worked in a chain store, 
or merely traded at one, and wondered about the organization of 
chain stores, or how much of the country’s business they handle, or 
the reasons for special taxes on them in some states. You may be 
interested in some person, living or dead, and want to know more 
about him. You may have wondered about something referred to in 
the news — the British Labour Party, the anti-trust laws, the cost of 
living index, French impressionist painting You may play a saxo- 
phone and want to know something of its development and rise to 
popularity. You may be interested in some recent development in 
technology synthetic rubber, the pseudo-bass circuit in small radios, 
sulfanilamide and related medicines; or in some organization the So- 
ciety of Friends, the Associated Press, government agencies of in- 
formation and censorship, exactly what the C I O is The range of 
possibilities can only be suggested Books and periodicals can furnish 
information about any one of them to be used in writing a refer- 
ence paper. 

A good type of paper can be developed by taking an opinion you 
hold or think you hold and doing some reading to find evidence for 
it You may approve or disapprove of some of the proposals for “fair 
employment practices” legislation, or of hazing in colleges, or of the 
closed shop, of radio supported by public assessment rather than by 
advertisers, or of any one of scores of problems, simple and personal 
or complex and socially important Although starting with an opinion 
may lead to selection only of material that fits your case, as in a debate, 
an honest attempt to find sound factual reasons is a useful project — 
and may result not only in a better based opinion but in a more 
thorough understanding of the problem 

Although any topic is possible, there are some that you should 
be warned against It is good sense to avoid topics that are too com- 
monly used, that do not represent a genuine individual choice, the kind 
that students fall back on as a last resort — the history of baseball, 
the American Indian, swing vs classical music. Your instructor 
can tell you what topics he has found students take thoughtlessly or 
that in his experience have worked out badly. Topics for which the 
material is uncertain, like treatment of cancer, or for which the ma- 
terial is likely to be biased or emotional are difficult because you need 
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unusual judgment to handle them. Your instructor’s advice will be 
particularly useful in finding a field that will not only promise a 
good paper within the purpose and limitations of the course assign- 
ment but one that is good for you. 

2b. Final definition of subject. Some of the topics just men- 
tioned are specific enough to be treated in papers of two or three 
thousand words, but most have been fields that contain many specific 
subjects for particular papers They need to be limited to something 
that can be treated adequately in the length of paper to be written, 
treated with enough detail so that you can really illuminate a reader, 
so that you do something besides enumerate the commonplace facts 
that most people already know. After a little general reading in the 
field you can focus on a particular subject, always bearing in mind 
the length you are to approximate Better than taking “the Associated 
Press” would be to take its origin, or its present organization and 
services, instead of “airplanes” or “aviation,” the safety devices in 
airplanes or air freight lines Sometimes the library yields informa- 
tion on some phase more readily than on another Perhaps you will 
find a topic just to one side of the one you started on, perhaps not 
“sources of pigments for oil painting” but “tempera as a medium 
of painting ” 

As quickly as possible you should narrow vour subject to one that 
IS workable, usually while gathering your working bibliography or 
at least in the very early stages of note taking Your instructor can 
offer suggestions for the final selection of a topic, especially if you 
have indicated the sort of material you would like to work with. 
Thoughtful and early attention to the choice of subject will make all 
later stages of the work easier and more profitable. 

3. Sources of references 

Almost everyone starts work on a subject with one or two sources 
in mind, such as a discussion in a textbook, or a magazine article, or 
the name of a wiiter or of a book that treats the subject. Very often 
these first readings give references to other works, and notes on them 
make a natural starting point for the working bibliography of sources 
to be used. But a businesslike assembling of possible useful sources 
for your work depends on intelligent use of the resources of the li- 
brary. There are several aids planned specifically to lead you to ref- 
erences for your purpose. 
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3a. The library card catalog. The library card catalog lists 
books by author^ by and by subjects treated. If you know the 
name of a man who has written on your subject, look up his name 
in the card catalog. Look up also the subject heading that you are 
writing about, remembering that your exact subject may not be given 
but that there may be one that will include it. You may not find the 
heading Skyscraper but may find under Architecture or Building 
books that will touch on skyscrapers. The library subject card below 
{Public Welfare is the subject heading) and the working bibliography 
card made from it show what should be taken down and what should 
be omitted The entry on the bibliography card should resemble that 
of the final bibliography as closely as possible (see pp 396-398) Then 
making the bibliography will be simply a matter of arranging the 
cards alphabetically and copying the entries 


1 Card catalog subject 
heading 

2 Library call number 

3 Author 

4 Title 

5 Facts of publication 

6 Miscellaneous facts 
about the book 

7 Subiect index 

8 Information 
for librarians 


1 Subiect (for the paper 

2 Call number 

3 Author 

4 Title 

5 Facts of publication 

6 Pages on the specific 
subiect (added from 
the book) 


BIBLIOGRAPHY CARD made from the subject card, with pages 
added from the book 


® ® PUBLIC WELFARE - Great Britain - Coloniea 

325.3U2 ^ 

M286w Malr, Lucy Philip, 1901- (s) ^ 

(d/ Welfare in the British colonies ,b>, la. P Mair^^London, 
The Royal institute of international affairs (1944) 




“I'lrst published 1944.** 

Bibliography at end of each chapter except the first 


@ 1 Ot Brit — Colonies — Soc condlt 
Datlouai affairs n Title 


Library of Congress 


O 

,4, 


I Royal institute of inttr 
44-0322 


A LIBRARY SUBJECT CARD 


® 7?ta£a/t>ca^ 
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3b. Periodical indexes. Next to the card catalog the most im- 
portant source of references is the Readers' Guide and other periodical 
indexes. 

1) The Readers’ Guide This reference source, published since 
1906, gives under author entries (1, 2, and 3 in the illustration below) 
and under subject entries (4 to 8 in the illustration) references to 
articles in some 200 current magazines It gives references up to 
the preceding month and is consequently one of the most valuable 
souices for topics that are of current importance 


SMITH, William M Jr 

So old nobody wants you 1 Home Econ 41 
308-10 Je ‘49 

SMITHIES, Arthur 

Fiscal aspects ot preparedness foi war Am 
Econ U 39 Pap & proc 356-05 My 19 

SMITTER, Weasel 

Red warrior who licked Custer Coronet 26 
117-20 '49 

SMOKE detectors 

Smoke detectois likely to return on mime 
transports Aviation \V 50 50 Ic 6 ’49 

SMOLLETT, Tobias George 

Smollett’s Humphrey Clinkei \V H Oi iham 
Contemp 176 33-8 J1 ’49 

SMbRGASBORD See Cookery, Scandmivian 

SMUCKER, David E 

Portrait 

Time 54 60 Jl 4 ’49 

SMUGGLING 

CiRarette smuRglers Newsweek 33 26-7 Je 27 
49 

Customs of the countiy Holiday 6 29-30 Jl 
’49 

Macao, smugglers of gold jI map late 
27 19-23 Ag 8 ’49 


TYPICAL ENTRIES IN THE READERS’ GUIDE 


The Readers' Guide uses abbreviations for the titles of magazines 
indexed, for the months, and for various facts about the articles (as, 
//. means an article has illustrations). These are explained on a page 
at the beginning of each issue. You should write out all important 
words on your bibliography card before leaving the Guide, to avoid 
later question and to have the data in correct form for future use. 
('7 Home Econ” in the first entry stands for Journal of Home Eco- 
nomics ) In the references the number before the colon refers to the 
volume and the numbers after the colon refer to the pages of the 
article* 41 308-10 means volume 41, pages 308 to 310. Putting quota- 
tion marks around the title and caps on the important words will give 
the entry the proper bibliographical form. A bibliography card for 
the third entry shown follows: 
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1 Subiect of paper 

2 Author 

3 Title of article 

4 Facts of publication 


A BIBLIOGRAPHY CARD made from a Readers' Guide entry 


® ///-A? 


2) Other magazine indexes A number of specialized periodical 
indexes are very useful for work on a reference paper. Most of them 
appear annually. The ones marked with atm this list are the most 
generally useful and should be known by everyone- 

Agricultural Index^ 1916- Subject index to a selected list of periodicals, 
books, bulletins, documents 

Annual Magazine Subiect Index, 1907- Subject index to a selected list of 
American and English periodicals and historical society publications 

Art Index, 1929- Author and subject index for fine arts periodicals and 
museum bulletins 

Bibliographic Index, 1937- Subject index to bibliographies in books and 
periodicals 

^Biography Index, 1946- Subject index to biographical material in books 
and periodicals 

Review Digest, 1905- Author, subject, and title index to published 
book reviews. Gives extracts and exact references to sources 

Catholic Periodical Index, 1930- Subject index to a selected list of Catholic 
periodicals 

Dramatic Index, 1909- Index to articles and illustrations concerning the 
American and English theater 

^Education Index, 1929- Author and subject index for educational peri- 
odicals, books, and pamphlets 

Engineering Index, 1906- Subject index to technical pcriochcals, transac- 
tions and journals of engineering and other technical iocieties, reports of 
government bureaus, engineering colleges, research laboratories 

Index to Legal Periodicals, 1926- Author, subject, and book review index 
for legal periodicals 

\Industrial Arts Index, 1913- Subject index to a selected list of engineer- 
ing, trade, and business periodicals 

^International Index, 1907- Author and subject index to periodicals from 
various countries, devoted chiefly to the humanities and science, supple- 
ments Readers* Guide 
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Poole s Index to Periodical Litetature, 1802-1906 Subject index to Amer- 
ican and English periodicals, many of which are no longer published but 
are still important, precedes coverage of Reader s* Guide 
\Public Affairs Information Seivtce^ 1915— Subject index to books, peri- 
odicals, pamphlets, and other materials in economics, government, and other 
public affairs 

Quarterly Cumulative Index MedicuSy 1927- Author and subject index to 
medical literature in many languages 
Subject Index to Periodically 1917— An English index which includes 
some American periodical references 

United States Government Publications ^ Monthly Catalog, 1895- Makes 
available the various publications of the government in all fields 

U Inch's Periodical Directory (5th ed , 1947) lists periodicals under 
subjects they treat, answering the question What periodicals are there 
in this field? It also tells in what works each is indexed so that it 
becomes an indirect guide to the contents of all magazines. 

3) The New York Times Index Most libraries have The Neu/ 
Yoff{ Times Index, which appears monthly and runs back to 1913. 
Though this indexes specifically The New Yorl{ Times, it will serve 
as an index to other papers on matters of general importance because 
It gives the dates ot events which would presumably be covered in 
all papers of the same date Through this index it is possible to find 
many speeches and important documents as well as the news stories 
of events 

3c. Special bibliographies. Besides these periodical indexes 
there are many annual bibliographies in the learned journals in special 
fields and there are many bibliographies in one or more volumes 
that survey a complete field Most of these are more elaborate than 
a student needs for his practice reference paper but when he begins 
to work in detail in a particular field, as in a college major subject, 
he should know the special bibliographies that serve it 

The key to these special lists is Besterman World Bibliography of 
Bibliographies (2d ed , 3 vols , 1947-49), a standard and comprehen- 
sive work, or the shorter Ireland's An Index to Indexes (1942) The 
following standard bibliographies in the fields ot history and litera- 
ture show the extent of bibliographical aids available in many fields 
of study. 

Bibliographical Guide to English Studies (Cross), 9th ed , 1947 
A Conase Bibliography for Students of EngltJi (Kennedy), 1945 
Bibliography of Wntingi, on the English Language . to the end of 
1922 (Kennedy), 1927 and supplement 
Cambridge Btbliogiaphy of English Liteiatioe, 1940, 4 vols 
Literary History of the United States (Spiller and others), 1948, 3 vols. 
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Contemporai y Butish Literature (Manly and Rickert), 1935 

Content porai y American Authors (Millett), 1940 

Literature of American History (Lamed), 1902 and supplement 

Bibliographies in American History (Beers), 1942 

Guide to Histoiical Literature (Alison and others), 1931 

The following miscellaneous indexes are of frequent use to any- 
one engaged in reference work 

Vertical File Service Catalogs 1932- An annotated subject catalo^^ of 
pamphlets, booklets, brochures, leaflets, circulars, folders, maps, posters, 
charts, mimeographed bulletins, etc 

United States Catalog Books in Punt (1899—1934) The four editions and 
their supplements constitute a comprehensive leeord of American book 
publication from 1898 to 1934 

Cumulative Book Index, 1898- Supplement to the United States Catalog, 
since 1930 an author, subject, and title index to books printed in English 
Catalog of the Public Documents of Conguss and of All Departments of 
the Government of the United States jot the Pet tod 1893-1940 (1895-1045, 
25 vols ) 

Essay and Genetal Litetature Index, 1900— Author and subject index to 
essays and articles in collections and miscellaneous works 

Granger's Index to Poetry and Recitations (1904-44) Author, title, ind 
first line index to poetry in collections 
Index to Shott Stones (1923-36) Author and title index to short stouts 
in collected editions, separate volumes, anthologies, and periodicals 
Song Index (1926-34) Author and title index to more than 19,000 songs 
m collections 

Index to Plays (1927-35) Author and title and subject index to plays in 
collections or separately published from 1800 to 1935 
Portrait Index (1906) Subject index to portraits of persons in books and 
periodicals, Readers* Guide and other periodical indexes now indicate 
portraits in periodicals 

3cl. Reference works. The reference department of a library has 
a large number of general and sp'ecial works which furnish vaiitcl 
and plentiful information Often it is a gocxl plan to see what one 
of these has to say about your subject before you do any extensive 
searching, because its article can help you find your way around more 
intelligently. The articles almost always lefer you to authoritative 
spcciahzed works so that they are a good starting point for compiling 
a bibliography. 

The general guide to reference books is I G Mudge, Guide to 
Reference Books, 6th ed , 1936, and supplements 

1) General encyclopedias Everyone needs to use these great store- 
houses of information. They are frequently revised and each publishes 
an annual supplement bringing its topics up to date. You should 
make sure that you are using the most recent edition available. 
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Encyclopedia Ameitcanay i9h6 issue 
Encyclopaedia Britanmca^ 1947 issue 
"New International Encyclopaedta^ 2d edition, 1922-30 

2) Special reference works. Less well known but even more im- 
portant for college work are the encyclopedias and general reference 
works that have been compiled in various specific fields. Their articles 
can usually go into further detail than those in the general encyclo- 
pedias, and the approach is more specialized They give brief, care- 
tully selected bibliographies. These works are usually shelved in 
the reference department of the library but are sometimes kept with 
other books in their respective fields An early acquaintance with 
those which you expect to use will be valuable Some of the best 
known are 

Vgriculture Cyclopedia of American Agriculture (Bailey), 1908-09, 4 vols 
Architecture A Histoiy of Aichitecture (Bannister-Fletcher), 14th ed , 1948 
\rt Harper's Encyclopedia of Arty 1937, 2 vols 
Bryan's Dictionary of Painters and Engravers, 1903-05, 5 vols 
Biography (Ameiican) Dictionary of American Biography, 1928-37, 20 vols 
Who's Who in Amctica, biennially since 1899 

Who Was Who in Amu tea, 1897-1942 {Who's Who biographees dying 
during those years) 

Biography (British) Dictionaiy of National Bio^niphy^ 1885-1937, 63 vols 
and supplements 
Who's Who, annually since 1849 
Biography (Gencr il ) Cunt nt Biography, 1 940- 
Internattonal Who > Who, 1935- 
Woild Biography, 1948, 2 vols. 

Business Encyclopedia of Banking and Finance (Munn), 5di ed, 1949 
Chemistry Thoipc'^ Duttonaiy of Applied Chcmistiy, 4lh ed , 1937-49, 
9 vols 

] ducation Cyclopedia oj Ldiuation (Monroe), 1911-13, 5 vols 
Encyclopedia of Educational Research (Monroe) 1941 
Ciovernment Cyclopedia of Amencun Govern ment (McLaughlin and Hart), 
1914, 3 vols 

History (General) An Encyclopedia of Wotld Histoiy (Langer), 1940 
Cambridge Ancient Histoiy (Bury and others), 2d cd , 1928-39, 12 vols 
and 5 volumes of plates 

Cambridge Medieval Histoiy (Bury and others), 1911-36, 8 vols and 8 
supplementary volumes of maps and plates 
Cambridge Modem Histoiy (Ward and others), 2d ed , 1926, 13 vols 
and atlas 

History (American) Dictionaiy of American Histoiy (Adams), 1940, 5 
vols and index 

Literature (General) Dictionary of World Literature (Shipley), 1943 
Columbia Dictionaiy of Modern European Literature (Smith), 1947 
Literature (Classical) Oxford Companion to Classical Literature (Harvey), 
1937 

Oxford Classical Dictionaiy (Cary and others), 1949 
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Literature (English) Cambridge Histoiy of English Literature (Ward and 
others), 1907-27, 15 vols 

Oxford Companion to English Literatwe (Harvey), 3d ed, 1946 
Literature (American) Cambridge Histoty of American Literature (Trent 
and others), 1917-21, 4 vols 

Oxford Companion to American Literatuie (Hart), 2d ed , 1948 
Literary History of the United States (Spiller and others), 1948, 3 vols 
Music Grove’s Dictionaty of Music and Musicians, 3d ed , 1935, 5 vols and 
supplements 

International Cyclopedia of Music and Musicians (Thompson), 5th ed , 
1949 

Philosophy and Psychology Dictionary of Philosophy and Psychology 
(Baldwin), 1910, 3 vols 
Encyclopedia of Psychology (Harnman), 1946 
Quotations Bartlett’s Familiar Quotations, 12th ed , 1948 
The Home Boo\ of Bible Quotations (Stevenson), 1949 
The Home Boo\ of Shakespeare Quotations (Stevenson), 1937 
The Home Boo\ of Quotations, Classical and Modern (Stevenson), 5th ed , 
1947 

Religion* Catholic Encyclopedia, 1907-22, 17 noIs 
Jewish Encyclopedia, 1901-06, 12 vols 

Encyclopedia of Religion and Ethics (Hasungs), 1911-27, 13 vols 
Hew Schaff-Herzog Encyclopedia of Religious Knowledge (Jackson), 
1908-12, 12 vols and index 
Dictionary of the Bible (Hastings), 1898-1902, 5 vols 
Science Hutchinson’s Technical and Scientific Encyclopedia (Tweney and 
Shirshov), 1935-36, 4 vols 

Van Nostiand’s Scientific Encyclopedia, 2d ed , 1947 
Social Sciences Encyclopedia of the Soaal Sciences (Sehgman and Johnson), 
1930-35, 15 vols 

General and special dictionaries are described on pages 310-318 

3) Yearbooks, etc. For facts and figures, there are various annual 
publications that are valuable for the information they contain or can 
direct you to. 

Wotld Almanac and Book^ of Facts^ 1868— This is the one general icfcr- 
ence work that an individual can afford to own and one anyone with a seri- 
ous interest in affairs can hardly afford to be without 
Information Please Almanac, 1947— 

The American Yearbook^, 1910- Annual record of events in the United 
States 

The Ameticana Annual, 1923- Annual supplement to the Encyclopedia 
Americana 

The Bntannica Boo\ of the Year, 1938- Annual supplement to the En- 
cyclopaedia Bntannica 

The New International Yearbook^, 1907- Annual supplement to the New 
International Encyclopedia 

Statistical Abstract of the United States, 1878- Summary statistics on the 
industrial, social, political, and economic organization of the United States 
Social Worl( Yearboo\, biennially since 1929 Social work and related fields 
Statesman’s Yearbook^, 1864- Statistical and historical annual of political 
and industrial events throughout the world 
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United Nations Yearbook^, 1946-47- Activities of the United Nations 
Reference Shelf, 1922- Reprints of articles, bibliographies, and debates 
on topics of current interest 

University Debater's Annual, 1915- Constructive and rebuttal speeches 
from college and university debates 

Besides these specific sources that must be covered, there will always 
be chance references Almost every article or chapter will mention 
something else on the subject or give some clue that can be followed 
up Talking with people who work in the field will produce sugges- 
tions The sources of material spread out like a fan — one source leads 
to another and, if you work long enough in a field, friends and some- 
times even strangers may give you clues without being asked. Be- 
cause one reference leads to another, it is usually safe to start work 
on a subject if you can first turn up two or three works that have 
good material for your subject. Systematic work and ingenuity, fol- 
lowing up hunches of where material may be found, will almost al- 
ways enable you to find enough to finish the job 

Since one reason for the assignment of reference papers is to tram 
students in research methods, you should do as much as possible with- 
out help The library has reference librarians, but they should not be 
bothered until you have exhausted your own resources 

4. The working bibliography 

Before you concentrate on gathering material for the topic you 
have selected, you need to compile a woif^tng bibliography of refer- 
ences that you expect to consult The preceding section has suggested 
the more probable sources of references You should see if any of the 
special sources listed in it relate to your topic, consult the appropriate 
subject headings in the library card catalog and the periodical indexes 
most likely to give you references. To make sure that enough mate- 
rial on the specific subject is available in the library, you would do 
well to compile the working bibliography before actually starting to 
take notes. This preliminary survey of materials saves time and worry 
in going about the actual reading and allows for intelligent selection 
of books and articles to be read Finding several promising references 
shows that you will be able to go through with the subject and adds to 
your confidence in the work 

4a. Materials. Research workers have adopted standard forms 
and materials to use in keeping track of references and notes. Every- 
one should have a consistent method of taking and keeping the notes 
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from which he works. For casual work, notebooks and odd sheets 
may do, but for large and important jobs, such as the typical reference 
paper, and for training in research methods, the most flexible and 
easily expandable materials are the standard filing cards or slips, either 
3x5 or 4x6 inches The 4x6 size is probably more convenient, since it 
can hold more than the 3x5 and allows for more generous spacing 
and labeling of material A separate bibliography card should be pre- 
pared for each reference, later note cards on the content of the refer- 
ence will be added to your file of material for the paper. 

4b. Form of bibliographical entries. The purpose of the bib- 
liography card is to record all the facts about the reference that you 
will need to identify it, to find it in the library when you are ready 
to use it, and to make the formal bibliography that will stand at the 
end of the paper. Each card consequently should carry these facts 

1) The author's name, with last name first 11 the book is edited, put the 
editor’s name, followed by ed 

2) The title of the article (in quotation m'lrks) oi of the book (under- 
lined to represent italics) 

3) The facts of publication 

(a) Of a book, the city and date, and the name of publisher d \oii 
need to use it, (b) Of a magazine, the name of the magazine (undci lined), 
the date, the volume, the pages covered by the irticle, (c) Of a news- 
paper story, the name of the paper (underlined), the date, the page and 
the column number if you wish 

4) The Itbtaiy call number and location — prcfei ibly in the uppci Ick 
corner, as it is in the card catalog 

5) Any othei facts that relate to the reference as a rchiencc, such as ilic 
particular pages of a book that treat vour specific subject, or a comment 
on the value of the book 

A bibliography card may also carrv these items if desired 

The subject of the woik listed, that is the particular part of youi topic 
that It relates to, best kept at the top center of card This label is famihnl> 
known as a slug 

4 ntimbei for the reference, in the upper right corner This number can 
then be used on the note cards to identifv the woik that the note is taken 
from In the example given, the Schlesingei book might be numbered 4 in 
the bibliography to which it belongs, and the notes taken from it could be 
identified by the number 4 Keeping the author’s name as the identifying 
mark is slightly safer, but when there are not many different sources, the 
number system may be a convenience 

The arrangement of the necessary facts on each type of bibliography 
card IS shown in the specimens reproduced on page 379. 

4c« Keeping bibliography cards. Your bibliography cards 
should be kept in alphabetical order according to author (or first im- 
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portant word of the title if there is no author given) If there are only 
a few they can be held together with a paper clip or kept in an en- 
velope or an expanding pocket file that can be bought for either of 


1 Subiect (slug) 

2 Call number 

3 Author 

4 Title 

5 Facts of publication 

6 Specific part of book 


1 Subiect (slug) 

2 Colt number 

3 Author 

4 Title 

5 Facts of publication 



BIBLIOGRAPHY CARD FOR A BOOK 



1 Facts of publicotion 

2 Headline 

3 Description of content 



BIBLIOGRAPHY CARD FOR A NEWSPAPER 
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the standard sizes of cards. For large accumulations there are boxes 
and filing drawers of various sizes. 

Students always ask how many references they should have for a 
paper. Graduate research is expected to show all the pertinent mate- 
rial. Undergraduate papers are supposed to represent a fair covering 
of the subject. You will probably want to glance at all available 
sources and select those which are neither too technical nor too gen- 
eral for your purpose No paper should be written relying on only 
one or two sources, but of course for a short paper that must be done 
in a limited time, a student can easily be weighed down by too much 
material Papers that run from 2000 to 5000 words have typically from 
SIX to fifteen or twenty sources, depending on the nature of the subject 
and the length and thoroughness of the work. 

5. Taking notes 

Most research workers take their notes on 3x5 or 4x6 slips or cards 
because they are flexible — they are easy to handle, sort, and rearrange 
— and because they can be indefinitely accumulated and can be kept 
in good order by the use of guide cards that have tabs on which sub- 
jects can be written Even for a relatively small job, such as a course 
reference paper, they are the most convenient form for notes Students 
should accustom themselves to using them 

5a. Form of notes. The three essential parts of the contents of a 
note card are 

1) The material, the facts and opinions to be recorded 

2) The exact source, title and page number, from which they are taken 

3) A label or slug for the card, showing what it treats 

It is usually a waste of time and effort to take notes in numbered 
outline form. It is important simply that the material is clearly noted 
and clearly labeled. A handy form of hanging indention, in which 
the second and succeeding lines are indented, is shown in the speci- 
men on page 381. This works well for typical material that can be 
taken in blocks. If the data is made up of a number of small particular 
facts, some scheme of tabulating should be worked out. 

Keeping track of the exact source will tax almost any note taker 
Since the final paper will have footnotes referring to the exact page 
from which the material comes, you should work out some system 
for keeping track of the title and page. Some note takers put these 
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facts at the bottom of the card, but it is easy to forget to write them 
down after the card has been written. 

It is safer to record the source first. The specimen card below shows 
a convenient form In the upper right corner put the author s name 
and a short form of the title — )ust enough to make reference to the full 
bibliography card easy and sure (If the sources are numbered, the 
number assigned to the Morison book would be in the upper right 
corner instead of the name and short title ) In the left margin, op- 
posite the note, put the exact page on which the material was found. 
Inclusive pages (as 87-92) are not to be used unless the note actually 
describes or summarizes what those pages say Later cards from the 
same source can be numbered like pages 2, 3, 4. 


Label 

Notes 

with 

page 

references 


The subject or slug of the card is most conveniently placed in the 
upper left corner, where it can be instantly seen It should label the 
subject of the material on that particular card This procedure not 
only identifies the card itself but makes it possible to sort the cards 
in preparation for outlining and writing the paper. 

One of the basic practices is not to put too much on a single slip or 
card, students tend to crowd their notes and so make them hard to 
use A card should contain only one point or a few closely related 
facts. 

Use only one side of the card Cards written on both sides are dif- 
ficult to handle, and you will certainly forget to turn some over if 
you use both sides. Sometimes if only part of a statement remains 
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at the bottom of a card, it can be completed on the back. Then Ot/er 
should be put on the front as a reminder 

Notes need not be taken in full sentences — words, phrases, topics 
are enough It is not often worth while to copy notes They are means 
to an end (a good paper), not works of art themselves. Take work- 
able notes, in ink, as you do the reading, and don’t bother about 
copying them except for some very good reason 

5b. Suggestions for taking notes. Usually it is best to read the 
article or chapter through rapidly first to see what it contains for your 
purposes Then go over it again, taking down the necessary notes 
From the first few references you may need to take a good many 
notes, but after you have accumulated quite a bit of material, perhaps 
a long reference will give only a few additional facts 

Rules for what to take cannot be laid down Your judgment will 
improve as you go on and the guidance of teachers is almost necessary 
at the start. Here are three general points that will apply to all topics 

1) Distinguish between the author s facts and his opinions Label 
the opinions “So-and-so thinks . ” In general pay most attention 
to the facts presented (unless of course your topic is about opinions, 
as for instance in a paper on “What reviewers said of Hemingwav s 
short stories”). You will need the facts as the basis of your own 
opinions, and you will need them in writing your paper as material 
and as evidence for your own opinions. 

2) Distinguish carefully between direct quotation and summai v of 
your writer's material — and take as little quotation as possible Quo- 
tations should be carefully indicated by quotation marks They should 
be taken only for good reason unusually important material, crucial 
for your paper; a striking statement you may want to quote in your 
paper; controversial or difficult material that you need to think about 
before deciding exactly what it means for your subject Almost every- 
thing else should be digested in your own words and so reduced to 
the scale of the paper you are writing. The time to do this is when 
you take the notes 

3) Distinguish between what you take from your source and any 
comments you may make of your own by putting the latter in brackets 
or by initialing them or drawing a line around them. 

Accurate notes are one of the chief tools of scholarship, and early 
and careful practice in taking them is excellent training that may be 
useful in all later college courses and in a great many positions after 
graduation. 
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6. Evaluating material 

Since composing a reference paper is in large pai*t an exercise of 
judgment, it is important to evaluate the sources being used. “I found 
a book in the library that said . . is a confession of uncritical work; 
the point IS to find the best bookj, the most recent authoritative ma- 
te) tal on the subject Most of us cannot evaluate references until after 
\vc have done a good deal of work in a field, and we must at first fall 
back on the opinions of others. In reading several sources you are likely 
to find remarks about other sources — that one is the recognized author- 
ity or that another has misused certain figures, and so on. These criti- 
cisms should be noted and if they seem reasonable should be taken 
into account 

For recent books it is often possible to find a review that will be 
Slime indication of the book’s value Many reviews in newspapers 
and general periodicals deal with the interest rather than the accuracy 
of a book, though they sometimes discuss this too The best sources 
lor reviews of serious works are the learned journals of the appro- 
priate fields the American Historical Review for historical works, 
and so on The Bool{ Review Digest will lead to reviews of the less 
s[Kciali7ed works 

After you have worked awhile on a subject, you are in a position 
to evaluate a good deal of the material yourself, and your carefully 
considered opinion should influence your choice of materials 

Notes of criticism of sources are part of the bibliographical division 
of the work and should be entered either on the bibliographical card 
or on a separate card to lie kept with it 

Sources are often classed as primary (or original) and secondary 
A primary source is a first record of certain facts or the closest that 
i person writing now can come to the subject he is discussing, a 
secondary source is something written by someone else using the 
original sources. In a paper on a literary subject, for instance, the 
primary sources are the works written by the man you are discussing, 
or letters, diaries, and so on that he wrote or that were written by 
others who knew him; secondary sources are what a critic or historian 
has written about the man and his work. In a science, primary sources 
aie records of observation or experiments; secondary sources are based 
on these records. In history, primary sources are records of all sorts or 
responsible reproductions of them letters, diaries, documents, and 
remains, such as coins, tools, buildings; secondary sources are a “his- 
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torian’s” account based on these evidences. Textbooks and reference 
works are all secondary sources. 

Graduate research relies chiefly on primary sources. Undergraduate 
papers are drawn principally from secondary sources, but a student 
who IS trying to do a thorough job should try to use some original 
sources. He certainly should come as close as he can to the first rec- 
ord of the facts he is to use. In choosing material to present he should 
try to find the closest and most reliable material he can. 

The material needs careful sifting for its usefulness for the par- 
dcular paper you are going to write as well as for its accuracy It is 
a good idea to read through all the notes you have taken, to see what 
there is, how the information shapes up, and whether there are some 
spots for which you need more material This overall view of your 
material should lead to an exact formulation of the subject that you 
can and want to develop. If you haven’t done it already, you should 
state the scope of the paper definitely in a full sentence that will show 
Its actual emphasis For a paper on the evacuation of Japanese- 
Americans during the war the sentence might be “The evacuation 
of 110,000 persons of Japanese ancestry in the heat of the war resulted 
in unnecessary suffering and humiliation for these people, but at the 
same time it had some constructive results ” 

With some such statement it is easy to select the particular parts of 
your material that you will use. For if you have done a good job of 
reference work, you will have considerably more than you can use. 
As you survey your notes and make your outline, you will be sort- 
ing your facts out into those that must be used, those that will piob- 
ably be used, those of incidental importance or interest that may 
be used, and some that clearly do not belong. It is a good idea to 
mark in the margins of your note cards the most important points, by 
a # sign or some other. Of course the final selection of material takes 
place during the actual writing, but the clearer notion you have be- 
fore you begin to write, the easier the paper will move and the more 
satisfactory it is likely to be. 

7 . Planning the paper 

After the material has been pretty well gathered, the work of 
plannmg and writing is not essentially different from that of any 
other type of paper. Since the material is gathered from study instead 
of from memory or observation, it seems more objective; you can 
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The Story of the Japanese Evacuation 

The evacuation of 110,000 persons of Japanese ancestry at the heat 
of the war resulted in unnecessary suffering and humiliation for 
these people, but at the same time it had some constructive results 

I Military and social forces made evacuation necessary 

A From the military standpoint, evacuation was necessary for 
national security 

B A traditional anti-Oriental feeling on the west coast was 
partially responsible for the move 
II Camp life, although tolerable, was far from normal life 

A The assembly centers were temporary home for evacuees while 
relocation camps were under construction 
B Life in the relocation camps was a little more organized 
C C 2 unp life had a demoralizing effect on the evacuees 
III Conflicting emotions existed among the evacuees towards the 
government 

A The general feeling of the Issei was anti-American 

B The Niseis were mostly too young and too stunned by 

conflicting emotions to form a definite opinion 
C The attitude of the Kibei was generally anti-American 
IV Public sentiment tended to be antagonistic but this feeling 
was later changed 

A The evacuation increased tije anti-Japanese feeling 
B At first the public was hostile to returning evacuees 
C Certain developments helped to establish healthier 
attitudes towards the evacuees 

V The evacuation had some constructive results 

A The Japanese population has been more widely dispersed 
throughout the country 

B Japanese-Americans have gained a higher status in the 
United States 

C. This experience proved that a group of people cannot be 
dlsoriminated against merely because of their ancestry 


Sentence Outline for o Reference Paper 
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review it easily by reading the notes over, you find it easier to think 
about It as material and do things with it. 

If you have taken your notes well, with only closely related facts 
on a single card, you can sort into piles the cards that contain facts 
belonging together 

Because of the amount of material and the length of the paper to 
be written, you will have to make some sort of outline before writing 
You should try to group the material in from three to six stages — not 
more unless the paper is unusually long. As in any paper, the main 
divisions grow out of the material you have to present — it is this ma- 
terial grouped into a few stages To check the plan, and to make it 
possible for your instructor to examine it and make suggestions, you 
should cast it in one of the standard forms of outline (See ^Outline 
form.) 

If you have the time, it is wise to keep the outline around for a 
day or two and look at it closely to see if it is a real grouping ot the 
facts and ideas you are to present, one that your reader can follow 
easily and one that represents your understanding of the material 
and your intended emphasis 

There is a tendency in reference papers to compose an “introduc- 
tion” that really does not advance the subject. A histoiy of the sub- 
ject is unnecessary unless it forms an integral part of the paper. Every 
mam head, including the first, should tell the reader something. Pick 
a natural starting point as close to the mam body of the paper as pos* 
sible and then advance by clear cut stages to the final and most im- 
portant point 

8, The first draft 

By this time you should be thoroughly familiar with your material 
Even though you have been reviewing it as a whole and thinking it 
over in the last two steps, it is a good idea to read your notes through 
once or twice more to get them fully in mind Then you can deal 
with them easily, without just transcribing from note cards to paper 

This review of the material will also help you get it into your own 
words, to get it away from the form in which you found it and to 
get It into the proportion m which it belongs in your paper Digesting 
the material into your own words is important If you are inclined to 
be lazy or hasty, y6u will tend to follow your sources too closely. It is 
the intention of the assignment that you are to take information from 
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/arious sources and work it over into a form of your own. You are 
supposed to digest it and not just reproduce it. Direct quotation 
>hould be kept to a minimum, used only for striking or very im- 
3ortant matter, and should always be indicated by quotation marks 
3r, if it IS more than a sentence or two, by being indented in the copy 
The quotations should be brief, often a part of a sentence will be all 
hat IS worth quoting and the rest of the material will be summarized 
in your own words. The purpose of this advice is not just to “prevent 
:opying” but to encourage the proper method for producing a refer- 
ence paper, which is to learn something new from reading and then 
write about it 

Because the finished paper is to give credit in footnotes to the 
sources from which you have taken your facts, you will have to work 
Dut some way of keeping track of the sources in the first draft One 
simple way is to put in parentheses after a statement an abbreviated 
form of reference to the source used Or the reference may be put in 
the margin opposite the statement to which it applies Then when 
you make your final copy you can present the data in the proper 
footnote form 

The traditional style of reference papers is formal and impersonal. 
It IS not usually necessary for the writer to refer to himself at all, and 
if It IS made, the reference should be brief But impersonal writing 
does not have to be stupid simply put down your material as com- 
pactly and directly as possible You will often find yourself writing 
more concretely and more compactly than the sources you are using. 

There is a question of the audience <o which the paper should be 
directed “Term papers” for advanced college courses are usually 
written for a specialist in the field and in so far as they have a reader 
audience it is the instructor In the usual composition course all sorts 
of material are used The treatment may vary from that of a special- 
ist, if you are very much at home in the field of your subject, to that 
of a writer for a general magazine. Your instructor will explain the 
approach most appropriate for the course and for your particular sub- 
ject. The most generally appropriate approach is to direct your paper 
to an intelligent reader with some desire to learn about your subject 
but with not much background in it, a reader serious enough to prefer 
accurate information to sensational appeal. Then you can apply all 
your skill in expression to trying to illuminate him on the subject 
you have chosen. 
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9. Footnotes 

Any paper that is based on a study of the writings of others should 
acknowledge the sources used. It is only common courtesy (or de- 
cency) to give credit where credit is due; it is a sign of scrupulousness 
to tell the sources of specific statements, so that a reader can judge 
for himself the evidence they are based on; and it allows an occasional 
interested reader to turn to the sources for further information with 
a minimum of effort. College students are expected to draw their 
materials from varied sources, and a frank acknowledgment of sources 
actually used m a paper is not only businesslike — it will raise an in- 
structor’s respect for the student who makes it. 

In rather informal papers the sources may be given m a note at 
the beginning or at the end of the paper: 

The material for this paper was taken from Marquis W Childs, Sweden — 

The Middle Way (New Haven, 1936) 

Or the source may be thrown in parentheses following an important 
statement, or built into a sentence. 

(Marquis W Childs, Sweden — The Middle Way, page 68) 

Marquis W. Childs says in Sweden — The Middle Way, . . 

In formal academic papers — reference papers, reports for courses, 
term papers, theses, dissertations — it is conventional to give exact ref- 
erences to sources of material in footnotes The forms used at different 
institutions and in different “learned journals” vary slightly in me 
chanical details, but the aim of all is the same — to record in some 
brief and consistent form the author, title of wor\, facts of publica 
tion, and exact page from which each quotation and each essential 
fact IS ta\en. The style suggested in this article covers the ordinary 
problems of using footnotes m a college reference paper.^ 

9a. Handling footnotes. (1) Footnotes are needed for all direct 
quotations (except well-known bits from the Bible or other literature 
that are used for style rather than content) and for all important state 
ments of facts or opinions that are taken from written sources, Ob 
viously figures, dates, descriptions of situations, scientific data, opin 

^This section recommends a slightly simplified form appropriate for undergraduate 
work For more complex systems and variations that are found in various fields see 
Livia Appel, Btbhographtcal Cttaiton tn the Social Sciences and Humanities, 3rd ed 
(Madison, University of Wisconsin Press, 1949), S F Trclcasc, The Scientific Pape 
(Baltimore, Williams and Wilkins, 1947), A Manual of Style, 11th ed (Chicago, Uni 
vcrsity of Chicago Press, 1949) 
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ions, interpretations, and the like that are presented to advance the 
theme of the paper need a stated source. 

Material from conversation, from lectures, from any source that 
a reader cannot turn to is acknowledged in the text of the paper or 
in a prefatory note. The source of a diagram, table, or illustration is 
not given in a footnote but under the title directly beneath the chart 
(see example on page 61). 

If two or more sources contribute to the same information, they 
may be put in one footnote, separated by semicolons 

1 Stuart Robertson, The Development of Modern English (New York, 

1938), pp 516-20, Charles C Fries. "The Periphrastic Future with 

Shall and Will in Modern English." PMLA , 1925, 40 963-1024 

2) The reference figure is placed slightly above the line at the 
end of a quotation or ajter the statement whose source is being given. 
It follows the end punctuation of the statement to which it applies. 

3) The notes are numbered from 1 up through a short paper or 
through a chapter of a book. (They may be numbered from 1 up on 
each page but this practice is now rare except for articles with a very 
large number of notes ) 

Although the number of sources referred to in a paper must vary 
with the type of subject and the kind of sources used, typically a 
student reference paper will show from two to five footnotes to a 
page of typewritten manuscript. 

4) The footnotes are placed at the bottom of the page on which 
they belong. With a little practice enough space can be saved to 
contain the needed notes. Occasionally an informational note may 
be continued to the footnote space at the bottom of the following 
page, but this should be avoided as far as possible. (Sometimes the 
footnotes are placed on a separate sheet following the body of the 
paper. This is a convenience for copy that is to be printed, since the 
notes can then be set in type together and later distributed to the pages 
on which they belong But it is a nuisance when the manuscript is 
the final state because a reader has to refer continually to the separate 
page of notes.) 

In print each footnote is indented like a paragraph, but in manu- 
script there is no objection to beginning each one flush with the left 
margin. The reference number may be slightly raised above the line as 
in the text, but this is not necessary. If elevated, the number is not 
followed by a period; if not, use of the period is a matter of choice. 
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The Story of the Japanese Evacuation 


In 1942 a mass migration unprecedented in the history of the 
United States took place Most Americans, involved in a world 
war at that time, were too busy to notice the involuntary 
movement of 110,000 persons of Japanese ancestry from the west 
coast ^ This movement, known as the Japanese evacuation 
caused unnecessary suffering and humiliation to the people 
involved, but at the same time it had its constructive results 
The experience proved that although democracy in America is not 
dead, it is in a precarious position unless it is extended to 
all inhabitants of the country 

The military historians will say that evacuation was 
necessary for national security According to General DeWitt, 
head of the Western Defense Command and the man most respon- 
sible for the evacuation, the Japanese were removed from the 
coast because they were a "tight-knit and unassimilated group" 
which had close connections with Japan, and because they tended 
to settle in the vicinity of "vital defense installations and 
facilities 

The traditional anti-Oriental feeling on the west coast was 
the second factor which caused the evacuation For twenty 
years preceding the war, certain pressure groups had been work- 
ing to make life uncomfortable for the Japanese They passed 
anti-Oriental laws which deprived the Japanese immigrant of the 
right to own land and the right of citizenship They put the 
Japanese in an unfavorable ligSt by spreading false propaganda 
about them Therefore, when war came, these people, along with 
others, saw a chance to get rid of the "Japs" by sending them 
into "concentration camps " 

1 Dillon S Myer, "Democracy in Relocation," Common Ground, 
1943, 3 43 

2 General DeWitt 's final report of the evacuation, quoted in 
U S War Relocation Authority, WRA, A Story of Human Con - 
servation (Washington, 1946) pp 177-80 

3 G M Fisher, "Japanese Evacuation from the Pacific Coast," 

Far Eastern Survey, 1942 11 149 
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A period is common but not necessary at the end of a footnote unless 
It forms a complete sentence. It is usual to put a short line (or some- 
times a line clear across the page) between the text and the footnotes. 

9b. Form of footnotes. The aim of a reference footnote is to 
tell the reader the exact source from which the important statements 
in a paper have been taken. Uniformity of reference is a convenience, 
and one leason for assigning a reference paper is to give students 
practice in a systematic form of footnote reference This section gives 
a pattern for use in undergraduate papers and aims to answer in ad- 
vance the majority of questions that will arise Other practices are 
in use, some of which are given after the recommended form, but 
the differences are slight, chiefly variants m punctuation marks The 
purpose is always the same to give the author, title, facts of publica- 
tion, and specific page of the source used 

1) REbERtNCFs TO BOOKS The first time a book is referred to in a 
paper give the author’s name with initials or first name first, the title 
underlined to represent italics, the place and date of publication in 
parentheses, the number of the page with the abbreviation p for page 
or pp for pages Note the punctuation and capitalization of the ex- 
amples given 

1 Lyon G Tyler, Williamsburg, the Old Colonial Capital (Richmond, 
1907) p 224 

If the reference includes both volume and page, the abbreviation for 
page is not used 

2 Oliver Elton, A Survey of English Literature 1780-1880 (New York, 
1920), 3 109-12 

Roman numerals are frequently used for the volume number 
(III, 109-12), but the practice is declining because of their cumber- 
someness Either a comma or a colon may be used to separate the vol- 
ume and the page, though the colon is preferable when the volume is 
in Arabic numerals (3 109-12) The publisher’s name can be given 
between the place and yeai if desired (New York, Macmillan, 1920). 

For later tefetences to the same book, use a short form, enough to 
identify the particular work in the bibliography: Author’s last name 
alone if not moie than one work by the same man is being used* 

3 Tyler, p 239 

Author’s last name and one or two key words from the title if more 
than one source by the same man is used 

4 Tyler, Williamsburg , p 256 

Pamphlets are referred to in the same form as books. 
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within three months following the orders to evacuate, seven- 
teen temporary oamps to house the Japanese were set up along 
the coast ^ These oaunps, called ’’assembly centers,” were built 
on raoe tracks and fair grounds, and they met only the minimum 
requirements of a home In the Tanforan Assembly Center in 
California, twenty-by-nine-foot stalls were cut into two rooms 
to house one family Stale odors of horses, hay, and manure 
permeated the so-called rooms, and according to one evacuee 
"Spider webs, horsehair, and hay had been whitewashed with the 
walls 

During the same period the Los Angeles Times printed the 
following item "Multimillion-dollar Santa Anita's track — the 
world's moat beautiful and luxurious racing plant yesterday 
opened its gates as an assembly center for Japanese evacuees 
Medical and sanitary facilities were pitifully inadequate in 
the camps Recreation and education were unprovided for Time 
hung heavy for the evacuees 

After several months of this type of life, the evacuees were 
sent en masse to more permanent camps known as "relocation 
centers ” There were ten relocation centers situated on gov- 
ernment-owned or leased land in California, Arizona Arkansas, 
Colorado, Wyoming, Utah, and Idaho These groups were placed 
under the supervision of a newly organized group known as the 
War Relocation Authority 

Life in the relocation centers, although an improvement over 
that in the assembly centers, was still far from normal Basic 
rights were maintained by the evacuees the right to vote in 
areas of former residence, the right of uncensored mail, the 
right to worship, and the right to a small degree of self- 

7 

government 

4 Ibid , p 145 

5 Mini Okubo, Citizen 15660 (New York, 1946), p 35 

6 Los Angeles Times , no date given, quoted in Alexander H. 
Leighton, The Governing of Men (Princeton, 1945), p 42 

7 Carey McWilliams, What About Our Japanese-Amerlcans? (New 
York, 1944), p 14 
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2) Magazine articles The first time a magazine article is referred 
to, give the author’s name, title of the article in quotation marks, name 
of the magazine underlined, year, volume, page 

5 Lawrence E Bowling, "What Is the Stream of Consciousness 

Technique?." PMLA , 1950, 65 335 

In some styles the year is given in parentheses between the volume 
and page 

5 Lawrence E Bowling, "What Is the Stream of Consciousness 

Technique?," PMLA, 65 (1950) 335 

For magazines that page each issue separately instead of consecu- 
tively through a volume, the best solution is to give the exact date of 
the issue used and the page 

6 "Mr Eliot " Time, Mar 6. 1950, p 22 

Late} refer-ences to a magazine article may be shortened to the 
author’s last name, the name of the magazine in which the article 
appeared, and the page 

7 Bowling. PMLA , p 345 

3) Newspapers The reference to a news story is to the paper’s 
name underlined, the date, the page. The column number may be 
given If there are sections paged separately, the section should be 
given. Headlines are not ordinarily given, because they are often 
changed from edition to edition of a paper. 

8 The New York Times Mar 4 1950, p 1, col 8 

9 The New York Times Mar 12, 1950, sec 4, p 5 

4) Ibid (an abbreviation for the Latin tbtdetn) means “in the same 
place” and in a footnote means “in the same book or article as the 
preceding footnote ” It is used, underlined, only to refer to the work 
cited in the immediately preceding footnote 

10 Robert S and Helen M Lynd, Middletown (New York. 1929), p 44 

11 Ibid . p 162 

Ditto marks are not used in footnotes. 

5) Author not known. When the author is not known, the title 
becomes the first item of the note “Anonymous” and such substitutes 
for a name are not used. 

12 "What Will Follow ECA?" The Mew Republic, Mar 13, 1950, p 6 

13 Modern Cartography, Lake Success, United Nations, 1949, p 18 
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Unsigned encyclopedia articles may be given by title of the article 
or by the encyclopedia 

14 "Rhetoric," Encyclopaedia Britannloa (Chicago, 1945), 19 248 

15 Encyclopaedia Britannica (Chicago, 1945), 19 248 

Unsigned publications of oiganizations are best listed by title: 

16 American Education and International Tension (Washington, 

National Education Association 1949), p 32 

6) Material at second hand When the material used is taken at 
second hand from a work, both the original source and the source 
from which it is taken should be given 

17 William Caxton Preface to Eneydos (1490), quoted in Albert C 
Baugh, A History of the English Language (New York, 1935), p 241 

This applies to the citation of an article that has been read in a col- 
lected volume. 

18 Wendell L Willkie, One World, in Prefaces to Peace (New York, 
1943), p 120 

19 Frank Luther Mott, "Trends in Newspaper Content." in Wilbur 
Schramm, ed , Mass Communications (Urbana, 1949), p 339 

7) Part of reference in texi If part of the reference is given in 
the text of the paper, it need not be repeated in the footnote 1 hat 
is, if the author’s name is in the text, the footnote may begin with 
the title; if the author’s name and the title are in the text, only the 
page is necessary in the footnote 

8) Expanded footnote Occasionally other matter — an added fact, 
a statement of a different opinion, a quotation — is included in foot- 
notes, but this sort of thing should be kept to a minimum In college 
students’ work it is well to confine footnotes to references to sources. 
If something is worth including, it probably belongs in the text 

9) Law cases are cited according to the following form The 
plaintiff’s last name, v (versuby meaning “against”), the defendant’s 
last name, the volume number of the reports in which the case is given, 
the abbreviation for the report series, the page on which the case 
begins, and the year in which the decision was rendered 

20 Lochner v New York, 198 U S 539 (1905) 

10) Books of the Bible are not italicized The reference form is: 

21 Genesis 4 16 (or Genesis 4, 16) 

11) Government documents with an author given are cited like 
a book: 
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22 Ella B Ratcliffe, Accredited Higher Institutions 1944 , U S. 
Office of Education Bulletin 1944, No 3 (Washington, 1945), pp 87-8 

When no author is given, they are usually cited by title: 

23 Higher Education for American Democracy Report of the 
President's Commission on Higher Education (Washington, 1947), 1 26 

12) Common pootnote abbreviations The following abbreviations 
are commonly used m footnotes Those that come from Latin (like 
ibid,) are underlined to represent italics 

an — article 
c — copyright 

c or ca {area) — about a given date {c 1480) 
ch or chap — chapter, chs or chaps — chapters 
col — column, cols — columns 
ed — edited by, edition (2d cd ) 

f — following (one following page), ff (more than one following page 
p 286 ff ) 

tbtd {ibidem) in the vime work, as explained in M 
I — line, 11 — lines 
MS — manusenpt 

n el —no date (used when the date of publieation of a work cannot be 
found) 

n p — no place (when place ot publication cannot be found) 
n s — new series (ot t peiiodieal Sctcticcy 1925, n s 42 418) 

P — PP — pages (p 162, pp 162-68) 
tr — translated by 

vol — volume, vols — solumes {vol and p are not used when figures for 
both are given vol S p 176, but — 5 682) 

The following abbreviations were formerly in general use but are 
less common now 

(f (cow/t/ )- compare (now usually replaeld b> iIk 1 nglish see; 
ct al {tt ^i///)— and others (used instead of giving all the names wlicn a 
work has several authors, now and otheu C W \ oung and others) 
infra — below (referring to something discussed later in the article) 
loc at {loco citato) — in the place cited (referring to a previous indication 
of source) 

op at {open Citato) — the work cited (sometimes used instead of repeating 
the title of a work Tyler, op at y p 256, but now a shortened form of the 
title is more usual Tyler, WiUiatnsbwgy p 256, as explained in § 1) 
passim — in various passages (indicating that a matter is discussed in several 
places in a given book or article) 

q V {quod vide ) — which see (sometimes used to suggest consulting a 
work, now more generally replaced by see) 

<eq (seqtuntci ) — following (replaced by f and ff ) 

cupta — above (referring to something already discussed in the article) 

vide — see (now replaced by the English word) 

Any description of the form of footnotes makes their use seem 
harder than it really is. If you have good notes that have the exact 
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sources of their facts clearly recorded, it is relatively simple to keep 
track of the necessary sources in the first draft and then to place them 
in the final manuscript in the proper form. 

10. The final bibliography 

A finished reference paper has a bibliography of the sources actually 
used in its writing — which does not mean that all the items consulted 
will be listed but only those which have given material This is partly 
a record of work done, but principally it is to help a reader identify 
exactly the works used and cited in the footnotes. 

The form of bibliographies has been pretty well standardized so 
that author, title, and facts of publication can be given economically 
and systematically 

Abelson, Paul, The Seven Liberal Arts , New York, 1906 

A period may be used at the end of the line 

Sometimes the name of the publisher is given between the place 
of publication and the date 

Kennedy, Arthur G , Current English, Boston Ginn and Company, 

1935 

The three mam parts of the entry may be separated by periods instead 
of commas 

Abelson, Paul The Seven Liberal Arts New York 1906 

Kennedy, Arthur G Current English Boston Ginn and Company, 

1935 

In short bibliographies all the items are run in one list, alpha- 
betically by author When there is no author given, the first important 
word of the title (overlooking a or the) is used as the key word tor 
alphabetizing as Records comes between Quinn and Tyler in the speci- 
men on page 397 Very long bibliographies are sometimes grouped by 
type of material’ Primary Sources, Secondary Sources, Works of an 
author. Works about him; and so on. They should not be grouped 
according to type of publication, as books or periodicals. 

This short bibliography shows a simple and workable form The 
first Item is a group of periodical articles, the second an article, the 
third and fifth are books, and the fourth an unpublished manuscript. 

BIBLIOGRAPHY 

Ames, Nathaniel, "Diary,” Dedham Historical Register, 1890, 1 9-16, 
49-52, 111-119 

Matthews, Albert, "Early Plays at Harvard," Nation, Mar 19, 1914, 

98 295 (Or XCVIII, 295) 
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Quinn, A H , A History of the American Drama from the Beginning to 
the Civil War , New York, 1923 

Records of the Linonian Society 1768-1790, MS in Yale University 
Library 

Tyler, L G , Williamsburg, the Old Colonial Capital. Richmond 
1907 

Specimen bibliographies are at the ends of some articles in the 
Index (^Colloquial and written English) and there is a general bibli- 
ography with brief notes on pages xi-xiii See also page 398 

A student should look at the form of bibliographies in the books 
and articles he reads and make careful note of the changes from the 
form presented in this article that are suggested by his teachers. 

11. The completed paper 

Typically the completed paper would comprise these units (those 
in brackets are optional) 

Title pagCy giving the title of the paper, writer s name, the date submitted, 
and any other information asked for, such as course and section number 
[Fief ace In a preface the writer talks about his work Usually you will 
not need a preface, but if you wish to thank someone for special help, 
or to call attention to some unusual material, or to note some point that 
you wanted to but were unable to present, state the points briefly m a 
preface A preface stands on a page by itself ] 

Ontlint Make the type of outline directed Be sure that it is brought in 
line with any changes in your original plan made in the actual writing of 
the paper Check its form by reference to the article *Outhne form The 
outline can serve as a table of contents if vou gisc at the right the page 
on which the treatment of each main topic begins 
Tc\t of the papa This is the final copy of your paper, complete with foot- 
notes, with any diagrams or other illustrative material Put the title at 
the top of the first page and follow the manuscript form usually ex- 
pected of you Before making this final copy, go through ^9 of this 
chapter once more to make sure that your footnotes follow the form sug- 
gested there 

Btbltogiaphy On a separate page give in the form suggested in ^ 10 vour 
final bibliography, the list of books and articles actually used in writing 
your paper If you want to, make brief comments on the sources, at least 
indicating the most useful ones 

[ ippeudtx Occasionally a paper needs some rather long table of statistics, 
too long to work into the body of the paper, or a long quotation, as from 
a treaty or other document that much of the paper is based on Such 
matter can be placed in an appendix ] 

A reference paper is usually the largest single job in a composi- 
tion course Done carefully, with due attention to each of the stages 
outlined in this chapter, it may be a satisfying activity and good train- 
ing for later college work. 
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Suggested study and writing 

1. The subjects in the following list are too broad or too general 
for successful treatment in a reference paper of moderate length. Se- 
lect two that interest you or that you are curious about, and make up 
for each at least four topics which you believe could be treated ade- 
quately in reference papers of the length assigned for your course 


\meriean maga/ines 

1 ewis and Clark 

Artificial languages 

Map making 

Arthurian legends 

Metal vvoiking 

lilood bank 

Metropolitan Opera Compan> 

Books for children 

Modern productions of Hamlet 

(dancer 

Music in industry 

('artels 

Oregon T rail 

Onsorship of nK)\ ics 

Parent reaehers Association 

Chaut luquas 

Perfumes 

C ubism 

Plastics 

Detective stories 

Postage stamps 

Diamonds 

Prison conditions 

h skimos 

Piimiiive peoples 

h iKjuette 

Public libraries 

huthanasi i 

Radar 

hro/eii foods 

Simplified spelling 

Ciame laws 

Shakespearean theater 

(lolden Ciate Bridge 

Slums 

Crypsies 

Teaching of poetry 

Hitler 

Television 

1 lydroclectric plants 

UNFSCO 

I lygienc 

Volcanoes 

Indians in \mciica 

West Point 

Israeli 

Witchcraft 

I ibel 1 iws 

Z<X)S 


2 . C'lioosc a subject either from Exercise 1 or of your own inven- 
tion on which you would like to write a reference paper, and prepare 
brief answers on the f(M lowing points 

1 Your rc.ison for choosing this subject 

2 Your present knowledge about the subject and the gaps you would 
Invc to hll in 

3 The uidience you have in mind and the information you assume tins 
audience already h is about the topic 

4 The bibliographies, indexes, and othci reierence works that would be 
most useful tor the topic you have selected 

5 The method .ind the particular kinds of material — books, periodicals, 
pamphlets — most useful foi developing your paper 

3 . Read at least two articles in general encyclopedias on your topic 
and one in a special encyclopedia (See the list on pages 375-376.) 
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Contrast these articles as to (1) date of publication; (2) complete- 
ness of treatment; (3) emphasis, or possible bias; (4) approach, 
whether popular or technical; (5) interest and general value of the 
articles for your purpose. 

4 . Draw a floor plan of the reference library, or that part of the 
library where you will be gathering material, and show the location 
of the following reference works, and any others assigned, using the 
numbers as listed below If you are unable to locate some of the refer- 
ences, consult the card catalog to see whether your library has them. 


1 Readefs* Guide 

2 International Index 

3 Encyclopaedia Biitannica 

4 Encyclopedia Amencana 

5 New Yofl(^ Times Index 


6 Oxfoid English Dictionaiy 

7 Cm lent Btogiaphy 

8 Dictionaiy of National Biogiaphy 

9 Butanmca Boo\ of the Yeat 

10 Dictionaiy of Ameiican Biogiaphv 


5 . Write out in full, using the form recommended by your in- 
structor, these entries from the Readers' Guide and the International 
Index Consult recent volumes of the indexes for the meaning of any 
unfamiliar abbreviations. What information in these entries would 
you omit in your footnotes and bibliography ^ What additional in- 
formation might you need^ 

a) 

DENTITION 

Those teeth will come A Usher, il Bet Horn \ (/aid 25 66-+- Ju M7 


PINKERTON national detective agency 

Brothers in crime, train robbery D Dressier Collier’s 121 30 -b Ap 3 ’4^^ 
Pinkerton story R Jarmen il Sat Eve Post 220 26-7 -f- My 15, 34-5-+- 
My 22, 28-f My 29 28+ Jc 5 ’48 

SHAKESPEARE 

Hamlet 

Olivier as Hamlet il (p 11) Good H 127 117 S ’48 
Olivier’s Hamlet il N Y Times Mag p 20-1 Ag 15 ’48 
Olivier’s Hamlet il por Time 51 54-6+ Je 28 ’48 


DICKINSON, Leon T 

Mark Twain’s revisions in writing The innocents abroad bibhog t Am Lit 
19 139-57 My ’47 

MOVING picture laws and regulations 

Films and quotes, how far should the new Bill differ from the old Act^ 
N Mackenzie. New Statesm & Nation 33 451-2 Jc 21 ’47, Discussion 
33 475, 34 92 Je 28, Ag 2 ’47 
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6 . Put the following references to source material in consistent 
footnote form as they would appear in a reference paper. Keep them 
in the present numerical order. 

1 To page 225 of this book. 

2 To an editorial in the Boston Traveler on December 2, 1940, entitled 
The Responsibility of the Press 

3 To pages 139 and 140 in the second volume of a book by George 
Philip Krapp called The English Language in America The book was 
published by the Century Company of New York and the date on the title 
page reads MCMXXV 

4 To pages 228 to 231 inclusive of the book mentioned in 1 

5 To an unsigned article called Baby Bombs in volume LV of Time for 

May 22, 1950, page 69 

6 To page xvii in the Introduction of a book called Burke’s Politics 
The book has a subtitle Selected writings and speeches of Edmund Burke on 
Reform, revolution and war It was edited by Ross J S Hoffman and 
Paul Levack, and was published in 1949 by Alfred Knopf in New York 

7 To an article entitled Letters to the Editor as a Means of Measuring 
the Effectiveness of Propaganda, written by two men, H Schuyler Foster, Jr , 
and Carl J Friedrich and printed in The American Political Science Review 
for February 1937, pages 71 to 79 This issue was part of volume 31 

8 To the same pages of the article mentioned in 7 

9 To a quotation by Dr Raymond B Nixon in the June 1945 issue of 

Journalism Quarterly, quoted on pages 78 to 79 of The First Freedom, a 
book by Morris L Ernst published in 1946 in New York by the Macmillan 
Company 

10 To an unsigned article called Isle of Man in the 1941 edition of the 
Encyclopedia Americana, a thirty volume work published in New York and 
Chicago by the Americana Corporation This article appeared on page 414 
of \olume XV 

7. Put the Items in the preceding exercise in proper form and 
order for a bibliography. 

8 . Study the use of footnotes in the reference paper, “The Story 
of the Japanese Evacuation,” (pp 390, 392) Why was a footnote not 
used at the end of the introductory paragraph*’ Can you find any 
passages that might have been footnoted and were not ? Or any pas- 
sage that contains more footnotes than necessary 

9. Below IS the preliminary outline for the same reference paper. 
Compare it with the final form of the outline on page 385, noting 
which parts have been combined, omitted, or expanded. Which sec- 
tions of this first outline overlap? Have any changes been made in 
emphasis? 


The Japanese Evacuation 

I Events leading up to it 

A Persons affected by the move 
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B Attitude toward Orientals on the West Coast 
C Growing war sentiment in the U S , 1939-41 

II Attack on Pearl Harbor 

A. Japanese excuse for war 

B Military reasons for evacuating Japanese in America 
C First assembly centers 

III Camp life 

A Where relocation camps were situated 
B Number of camps 
C How they were run 

IV Sentiment of the Japanese toward evacuation 

A Lack of educational facilities and political freedom 
B Increase in juvenile delinquency 
C Typical incidents in camp 

V Contributions of Japanese toward war eflfoi t 
A Desire of young men to enlist 
B Record of the 442nd combat team 
C Awards and decorations won 

VI Public sentiment toward the evacuation 

A Feeling of Americans toward Orientals before the war 
B Hostility toward returning evacuees 

VII Treatment of the returning evacuees 
A Anti-Japanese demonstrations 
B Difficulty of finding work 
C Loss of business establishments and farms 

VIII Good and bad results of the evacuation 

A Japanese no longer segregated in big cities 
B New realization of the value of citizenship 
C Dangers of anti-racial feeling in U S 

IX Conclusion 

10 . Prepare to write a brief report in class on one of the following 
or similar topics. Bring your bibliography and note cards with you 
for reference. 

1 A summary or precis of your paper, giving the essential ideas and the 
emphasis of the original 

2 Different methods by which you could ha\e developed your paper, 
and why you chose the one you did 

3 The sources you found most useful and why 

4 Some problems you encountered in organizing your paper and how 
you solved them 

5 The material you omitted from your rough draft, and your reasons for 
eliminating it 

6 Some interesting by-products of your research — information you hav< 
gained about finding material, about the subject itself, or about further 
areas for investigation 


402 THE REFERENCE PAPER 





Part Two 


Index to English 


a Entries on particular words 
and constructions 

b Entries for correction 
and revision of papers 

c Page references to subjects treated 
in the chapters 

d Articles on English grammar 
e Articles on various facts of language 



Suggestions 

for using the Index articles 

This Index contains entries in alphabetical arrangement that fall 
roughly into five categories* 

a. Entries on particular words and constructions, such as ’■'con- 
tinual, continuous; *fiance, fiancee; *get, got; *like — as, *route; 
*'shall — will; *so . . . that, *very. Their standing in actual usage 
today IS given. Since the discussions are in terms of “levels of usage,” 
vou should read Chapter 2, Varieties of English, in order to make 
intelligent use of recommendations that place a word or construction 
as Cieneral, Colloquial, Formal, and so on 

b. Entries for corrfction and revision of papfrs, indicated by 
h^nghand abbreviations before the entry word A list ot these entries is 
given at the end of the book These subjects are so important that they 
arc likely to be studied in class and so are usually treated most fully 
in the chapters of the Guide, but for convenience in revising papers 
the basic points are given in the Index entry, with a page reference 
to the fuller treatment in the chapter 

c. Page references to subjfcts trevted in the chapters (like 
Incomplete sentences. Topic sentences. Vocabulary), when there 
seemed no need for repeating the material in the Index There are 
also cross references to othci articles in the Index A reference to the 
Guide IS indicated by chapter, section title, and page number (ch. 2, 
“Informal English,” p 3^) and to other Index articles by an asterisk 
plus the entry word (*due to) The main treatment of an item has 
liecn put under the entry that most people would be likely to look for, 
w ith cross references from other possible approaches. 

d. Articles on English grammar giving definitions and examples 
of such matters as *Case, *Conj unctions, ^Plurals, ’■’Principal parts of 
verbs. These are necessary for a full description of the language 
hut arc not of immediate use at the time of writing. 

e. Articles on various i acts of language (such as ^American 
and British usage, ^Foreign words m English) that are more for 
general information than for immediate application. 

To make the maximum use of this IndeXy it would be well to 
read first Chapters 2 and 3 of the Guide to get the general principles 
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involved, and then to read a few consecutive pages of the Index articles 
(or a selection of them, such as those referred to on page 405) to see 
those principles applied, to get the feel of the articles, and to see how 
they fit with your present usage and present attitude. With this 
preparation the articles should prove of immediate and convenient 
use in your actual speaking and writing 

References to the sources most used in gathering the material for 
this book are usually made to author’s name only. The exact titles 
of these sources will be found on pages xi-xiii 

A full discussion of the symbols by which pronunciation is repre- 
sented appears m the article ^Pronunciation §3 


A 

/ \ The letter a represents several different sounds in English, 

and these sounds are also spelled m a number of other ways It rep- 
resents three principal sounds, described in sections 1 to 3 below, and 
several that are less common 

1. ‘Long a’ (a), as in ale^ fable, hate This sound is also com- 
monly spelled et or ey {neighbor, veil, obey), and ea {breafO, and 
at or ay {maid, pay). In unstressed syllables long a loses some of its 
a quality (contrast the first a with the second in vacation) and is 
sometimes called “half long a ” Since its changed value comes 
naturally from the reduced stress, no separate mark is needed for this 
sound (vaka'shan). 

2. ‘Short a’ (a) as in fat, ladder, detach. This is a very common 
English sound, especially common in American pronunciation 
Short a in unstressed syllables, like other unstressed vowels, tends 
to lose Its distinct sound and to become a neutral vowel represented 
by 3. against (agenst'). 

3. ‘Broad a’ (a), as in far, larger, father, and in hearth and the 
first syllable of sergeant, 

4. ‘Intermediate a’ in a troublesome group of words called the 
“ask words” because the sound is sometimes referred to as “a as in 
as\!^ The fact about as\, aunt, bath, cant, grass, and a number 
of other words is that their pronunciation vanes with different 
people of very good standing all the way from short a to broad a 
with many intermediate stages. In certain parts of New England, 
especially around Boston, and in a few other American cities, and 
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a, an 


among people who have been influenced by the pronunciation of 
these places or that of southern England, broad a (chans, fast, 
path) IS used, but most Americans use short a (chans, fast, path), 
or a sound very close to short a. Usage is divided on the pronuncia- 
tion of these words, and a person should use whichever sound is 
native to him or is used by the circle in which he lives and not try 
to use a different one which he assumes to be more correct but 
which he is almost certain not to use consistently In this Index 
these sounds are marked as short a (a) with a reference to this para- 
graph (*A §4) 

5. ‘Open o’ sound. A frequently spells the ‘‘open o’’ sound, espe- 
cially before I plus a consonant, and after w ally bally tally W alter y 
warm In our pronunciation key this sound is represented by 6 (61, 
bol, worm). 

(Reference Webster's New International^ “A Guide to Pronunciation,” $$ 76-96 ) 

a- A- as a prefix from Gieek meaning not is used in forming many 
words in the formal and scientific vocabularies 

amoral asexual asymmetrical atypical achromatic 

It is usually pronounced a (a si met'ri ksl) though “short a” is heard, 
especially in amoral and achtomattc 

A prefix a- from various Old English origins is found in many 
words {abedy aloud y asleep) and survives in vulgate English in 
phrases like going a fishingy a hunting See dictionaries tor details 
ot origin and use 

a, an 1. The choice between ‘a’ or ‘an’ depends on the initial sound 
of the word that follows 

A IS used before all words beginning with a consonant soundy 
that IS, before all words spelled with initial consonants except silent 
hy as in houry and before words spelled with initial vowels th^com- 
bine consonant and vowel sounds, as in eulogy y unit (yool'3)i, 
yoo^nit) . 

a business a European trip a Z) a usage 

An \% used before all words beginning with a vowel soundy in 
eluding words spelled with initial silent h (see ’•^H) * 

an apple an F an hour apart an honor 

Questions sometimes arise over words beginning with h but not 
accented on the first syllable, as in histo^nany hotel\ Formerly this h 
was not pronounced, so that an was used Now that the h is pro- 
nounced, some people continue to say an hotel\ an histo/ical event 
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a, by and c 

(but a hts^tory). A hotel\ a htsto/ical evenly and so on are more 
common and generally preferred pronunciations. 

2. Repeating ‘a’ or ‘an’ before each noun of a series tends to keep 
the various words distinct and make the expression emphatic: a peuy 
a sheet of papery and an envelope {a pevy sheet of papery and en- 
velope would be less emphatic). 

3. Awhile, a while. The adverb aurhile (He came awhile ago) 
is written as one word, but not the noun (he came for a while) y or 
a loty a bity a little. 

(See ♦half for a half hour^ half an hour, etc. hor f{tnd of a, sort of a sec ♦kind of 
[a], sort of [a I ) 

a, b, and c See ^Series. 

Abbreviations Correction: Write in full the abbreviation marked. 

1. Appropriateness. Abbreviations belong most appropriately to 
manuals, books of reference, business and legal documents, scholarlv 
footnotes, and other works in which saving space is important They 
also fit in familiar writing — notes for our own use, letters to friends 
In literature and most formal writing, abbreviations are held to 
minimum, though modern informal style is much less strict in this 
than older style 

Shoptalk, familiar conversation, and slang use many abbreviations 
for the names of things frequently mentioned tb. {tuberculosis), 
dj:!s {delirium tremens) y bom. (newspaper business office must)y 
b.f. {boyfriend), g.f. {girlfriend). 

2. Standard abbreviations. Dr., , *Mrs , Messrs, are always 
abbreviated when used with a name A number of abbreviations, 
such as St {*Satnt)y *a.m. and p m , S E C , T V.A , and abbrevia- 
tions foi other government agcnQes are generally used In foimal 
writing, titles like ^Reverend, ^Professor, President, and Sen.itor 
would not be abbreviated at all, but in most writing they are found 
abbreviated when initials or given names are used not Prof. Hy- 
lander, but Professor Hylander or Prof. G. W Hylander. 

English still has many abbreviations of Latin words: 

A D . Anno Domini — in the year of our Lord (*Ccnturics) 
cf. confer — compare (for which see may be used) 

*eg. exempli gratia — for example 

♦etc et cetera — and so forth 

♦ibid ibidem — the same (used in footnotes) 

•i.e. id est — that is 

Such abbreviations are not italicized, unless there is a special 
reason for italics (as when ibid, represents the title of a book), since 
they are regarded as English words. Less commonly used abbrevia- 
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able to 


tions from Latin {c, or ca. [arca^ about, used in uncertain dates], 
seq. [sequentesy following]) are usually italicized 

Dictionaries give frequently used abbreviations in the main alpha- 
betical list of words or m a special list. 

(Spk ch 13, “Common footnote abbreviations,” p 395, for abbreviations used in 
tootnotes of reference papers ) 

3. Period with abbreviations. Naturally a writer intends to use 
a period after an abbreviation and omitting it is a careless slip, but 
a pretty common slip. 

Some publishers do not use a period after an abbreviation that 
IS to be followed by a colon (as / ^ ) and only one period is used 
when an abbreviation falls at the end of a sentence. 

There is a growing tendency today not to use a period after an 
abbreviation that ends with the last letter of the word abbreviated: 
Dr, Mr, MrSy vs, Wfn This is more common in British than in 
American usage. 

Periods are frequently not used with the abbreviations of names 
ot government agencies (SECy TV Ay FBIy UNESCO)y and of other 
terms if the abbreviation is generally used instead of the name 
(OGPUy PMLA)y and of phrases like mphy hpy kjvhy )pm in scien- 
tific contexts or when used with figures (780 rpm) 

Abbreviations that aic pronounced as words (Wacy snafuy Nazi) 
aie called acronyms 

(Compare •Contractions, *Ongm ot words $ 3c ) 

ability (to) The idiom with ahtltly is to and an infinitive (ability 
to lioy not of doing) 

lie has the ability to design beautiful buildings 
The idea is often better expressed by an adjective or verb; 

He IS able to [He ean| design beautiful buildings 

Or the notion of ability can be implied in direct statement of 
accomplishment * 

He designs [is designing] beautiful buildings 

Ablative case The functions of the ablative case of Latin are per- 
formed in English by prepositional phrases, from homCy at the bay. 

(See •Case ) 

able to Able to is sometimes crudely used instead of can: 

Crude This is not able to be done because of lack of time 

Good English This cannot be done because of lack of time. 

Or They are not able to do this because of lack of Ume 
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-«bte, -ible 


-able, -ibie The common and useful suffix -ablcy meaning “able 
to,” “liable to,” and so on, is hard to spell because in a number of 
words -tble is found. The point to remember is that -able is by far 
the more common form and that it should be used also in ^coining 
occasional words like ^umpable or come-at-able. 


1. -able. This list contains a few of the many words in -able' 


abominable 

hospitable 

laughable 

sizable 

admirable 

imaginable 

lovable 

suitable 

advisable 

improbable 

movable 

teachable 

applicable 

incurable 

noticeable 

tolerable 

changeable 

indefatigable 

peaceable 

unbearable 

comfortable 

indispensable 

perishable 

unbelievable 

comparable 

inevitable 

preferable 

undefendable 

desirable 

inseparable 

presentable 

unmistakable 

detestable 

intolerable 

profitable 

unpronounceable 

eatable 

justifiable 

receivable 

unspeakable 

excusable 

knowable 

serviceable 

usable 


2. -ibic. The following rather common words have -tble: 


accessible 

discernible 

indefensible 

reducible 

admissible 

divisible 

indelible 

rcpressible 

audible 

edible 

inexhausuble 

responsible 

combustible 

eligible 

intelligible 

reversible 

compatible 

fallible 

invisible 

seducible 

comprehensible 

feasible 

irresistible 

sensible 

contempuble 

flexible 

legible 

submersible 

convertible 

forcible 

negligible 

suggestible 

corruptible 

gullible 

perceptible 

suppressible 

credible 

horrible 

perfectible 

susceptible 

destructible 

impassible 

permissible 

tangible 

digestible 

impossible 

plausible 

terrible 

dirigible 

incredible 

possible 

visible 


3. -able or -ible. Several words are found with either -able or -tble. 
The more common form is put first. 

collapsible — collapsable collectable — collectible 

preventable — prevcntible 

(See FoavIct, “-able, -iblc “) 

about (at about) At about is a common colloquial and informal 
doubling of prepositions: “I got there at about three o’clock.” In 
formal writing ordinarily choose the more accurate of the two: “1 
got there at three o’clock,” or “I got there about three o’clock.” 
About IS usually the one intended 

The same applies to the colloquial at around. 

(Reference Edward G Flercher, “At About,” American Speech, 1947, 22:192-5.) 
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Abstract and concrete words 


above Above is primarily used as a preposition (above the clouds) 
or adverb (the statements made above \above modifying the verb 
madeY^, Its common use as an adverb, as in “The story told above” 
(that IS, on the same page or on a preceding page), would be avoided 
by many writers in favor of “The story I have told . . or some 
such expression. 

Above IS m general use as an adjective (the above statements) or 
noun (The above is confirmed), although formal writers tend to 
avoid It. 

(Reference; Poolcy, pp 128-30 ) 

Absolute phrases Absolute phrases are usually *verbid construc- 
tions modifying the sentence as a whole or adding details to the 
statement. They are not actually “absolute” or independent but 
“contact constructions,” without connectives defining their relation- 
ship to other sentence elements 

When they precede the mam clause, they often seem unidiomatic : 
**The narrows passed, we went along at a fairly good speed.” (Con- 
trast “When we had passed the narrows, we went along at a fairly 
good speed ”) 

When they follow the main clause, they are a convenient way 
of adding details, as in the following sentence where everything 
except the mam clause, She waltzed slowly, is m what are usually 
known as absolute phrases* 

She walked slowly, big flakes falling on her lamb coat and clinging to 
hair over her ears, the lazily falling snow giving her, in her thick warm 
coat, a fine feeling of self-indulgence — Morley Callaghan, A Native 
Argosy, p 135 

(See ch 4, “Verbid phrases,” p 112, •Participles M, •Infinitives $4 Reference* 
Francis Christensen, College English, 1950, 11 401-3 ) 

absolutely In speech absolutely has become generalized to mean 
“very” or “quite”. “He is absolutely the finest fellow I know” — and 
m slang means simply “yes.” It is sometimes a useful word to put 
force into dialog but would be out of place m most writing, except 
m its original meaning of “completely, unconditionally.” 

Abstract and concrete words Correction: Try to change the 
abstract expressions marked to concrete ones. 

Nouns that name qualities, conditions, actions, summaries of 
particular facts are abstract: love, civtltzaiton, danger, age, flying. 
They contrast with concrete nouns, which name persons and things 
that can be seen and touched: girl, schoolhouse, tree. 
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Academic writing 

Abstract nouns are necessary in discussing ideas, but are often 
used where specific, concrete words would be more exact and force- 
ful, as m this sentence: 

Cleanliness of apparatus, particularly glassware, is of utmost importance 
to insure against the entry of any substance other than that for which the 
search is being conducted. 

(See ch 12, “Abstract and concrete words,” p 341, for discussion of the use of 
abstract words For discussion of their meaning, sec ch 11, “Concrete words” and 
“Abstract words,” pp 319, 320 ) 

Academic writing One conspicuous trait of academic writing — 
that IS, the publications of teachers and scholars and others engaged 
in research and m originating ideas — is its documentation, the de- 
vices of bibliography and footnote reference that give the sources 
of material used in preparing the paper. Scrupulousness in giving 
exact references to diose materials sets scholarly writmg off from 
popular books and articles. 

(See for form ch 13, “Footnotes,” p 388 and ch 13, “The final bibliography,” 
P 396) 

When scholarly articles and monographs deal with particular 
points of research — the results of experiments, of historical research, 
of special investigation in any field — they naturally show the special- 
ized vocabulary, compactness, and impersonality of ^scientific and 
technical writing. Less specialized academic writing is dignified 
and almost necessarily m a formal style. 

Partly because many works by professors and research workers 
are written more impersonally than they need be, “academic” is 
often used to describe writing that is unpleasantly abstract, distant, 
and dry, and to describe the style of many books supposedly for 
general reading that do not show sufficient adaptation to the desired 
readers. But such failures in communication should not hide the 
importance of much academic writing. Very often the men engaged 
in discovering new facts, m originating interpretations of facts, are 
not particularly interested in popularizing them and leave that task 
to others. 

This passage presents an idea clearly and exactly for a limited 
group and suggests some of the typical traits of academic writing 
of the better sort: 

An expiert is a person who, in some special field of knowledge, has a 
technical competence not possessed by ordinary persons Fie the knowl- 
edge that IS necessary to adjust means to ends He can diagnose changes or 
predict results if certain postulates are made. An engineer can calculate the 
strength of materials required if a bridge is to bear some given load. A 
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specialist in maternity welfare can indicate the steps it is desirable to take 
in order to reduce the death-rate in childbirth. An expert in naval arma- 
ments can state the thickness of armour-plate required to resist the entrance 
of projectiles hurled against it A motoring engineer can devise a car most 
likely to avoid danger of skidding on a greasy road-surface. In the great 
society, we could not for a day preserve its scale of living unless there were 
countless men and women applying their knowledge to the solution of these 
problems 

But the fundamental issues ot society are not the kind of problem the 
expert is accustomed to handle They require not specialisation so much as 
the power to coordinate 1 hey involve judgments of value, predictions about 
psychological impact, which are the product not of expert technique, but 
of a certain divine common sense which has no necessary connection with iL 
It is, of course, true that common sense, even when divine, is helpless with- 
out the results of expert knowledge, but the converse proposition is even 
more important For the vices of specialisation are of an ultimate quality 
There is always the danger that the specialist will over-emphasise the pro- 
jKirtionate importance of his results to the total which has to be attained 
Sailors can never be safely left in control of a naval department Debtors 
have a dangerous tendency to see the population not as normal human 
beings, but as potential patients Efficiency engineers very largely forget 
the psychological factor in their equations Mr F W Taylor’s famous com- 
parison^ of a certain type of man with the unresisting ox omitted the un- 
fortunate refusal of that type to remain permanently oxhke in character 
The problems which the statesman has to decide are not, in the last analysis, 
problems upon which the speaalism of the expert has any peculiar rel- 
evance — Harold J Laski, Dcmoaacy in Crisis^ pp 171-72 


' Principles of Scientific Miiriagcment, p 359 
(Si r ch 2, "Formal English, ’ p 48 ) 

Accent Accent is the increased force given to certain syllables in 
speaking. In this Gntde-Index, stress is used rather than accent, 

(See *Pronunciation $ 4i b and c, *Rhythm, •Noun and verb stress ) 

Accent marks French words in English sometimes keep the ac- 
cent marks with which they are spelled m their original language: 

\cute cafe outre attache fiancee 
Circumflex crepe tete 
Grave, frerc suede 

The accent marks are regularly used in formal writing and formal 
publications. In informal writing those marks that are not needed 
to indicate pronunciation (as the mark for caf^ is) are dropped. Both 
fete and fete^ role and r6le are found, for instance. Most newspapers 
do not use accent marks. 

(See •Foreign words in English, and for particular words consult a recent dictionary ) 

accept See ^except. 
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acdclenfaly accidentally 

accidental, accidentally Watch the spelling (and pronunciation) 
of accidentally^ which is an *-ally word. 

Accusative case The personal pronouns, except you ahd it^ have 
separate forms for the accusative* me^ her^ him^ us^ them, whom 
IS the accusative of the relative and interrogative who (but see ’••‘who 
— whom). Nouns do not have a special form for the accusative, 
noun objects of verbs and prepositions are m the common case form. 

(See *Case, *Objects, *Infinitivcs $ 4, *Gcrund $ 2, *It’s me, *Who, whom ) 

act In the sense “to behave, bear oneself as being or as if being” 
(Webster), act is a ^linking verb, so that its meaning can be com- 
pleted by an adjective: He acts older than he is He acts wise. 

Active voice A verb is said to be in the active voice when its sub- 
ject is the doer of the action father gave him a car” as 

contrasted with the passive verb m “Jimmy was given a car by his 
father.” 

(See * Voice and ^Passive verbs ) 

ad Ad is the clipped form of advertisement^ has only one d^ and 
should not be followed by a period Like other ^clipped words it 
belongs to informal and familiar speech and writing. 

address Verb stressed on second syllable sdres^; noun’s stress 
divided a dres' [a dres'] or ad'res, adores is most used in the word's 
commonest sense, the address of a letter, package, etc,: 

Mr Thorpe was to address [9 dres'] the meeting 

Mr Thorpe then addressed [a drest'] the meeting 

Mr Thorpe’s address [a dres' or ad'res] was almost an hour long. 

The letter’s address [ad'res or o dres'] was illegible 

Addresses When the various parts of a person’s address are written 
on the same line, they are separated by commas 

Miss Louise Finney, 48 Adirondack View, Middlebury, Vermont 
Mr Davis was a native of Carroll County, Va , and a graduate of the 
College of William and Mary 

(See ^Letters $ 1, b and c for addresses in and on letters ) 

Adjective clauses An adjective clause is a subject-and-verb con- 
struction that modifies a noun or pronoun Many such clauses are 
introduced by relative pronouns, who^ which ^ that 

The man who lived at the head of the sUeet has moved away (Clause 
modifies man,) 

People who live in glass houses shouldn’t throw stones (Clause modifies 
people ) 
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Adjectives in use 

The belief, which he had held from boyhood^ gradually slipped away 
(Clause modifies belief ) 

Animals that live in caves lose their powers of sight (Clause modifies 
animals ) 

The house where I was born had just been sold (Clause modifies house ) 

One of the oldest, most economical, and neatest constructions, par- 
ticularly characteristic of English, is the adjective clause without an 
introductory word (see Chapter 10, “Long and short constructions,” 

p. 286) 

The one / caught yestetday weighed three pounds (Clause modifies one ) 

The girl he had intended to marry ran away with his brother (Modifies 

) 

Adjective clauses perform the functions of adjectives. 

(See ch 4, “Adjective clauses,” p 114, *Adjectives, types and forms, •Restrictive and 
nonrestrictive Reference Curme, Syntax^ chs 13, 14 ) 

Adjectives in use Adjectives should add something to the exactness 
ot a writer s statement or to the definiteness of his picture As 
Herbert Read puts it, “appropriate epithets may be either exact or 
happy ” In brtny ocean, the briny does not add, because all oceans 
are briny ; starf{ does not add much to the meaning of tragedy^ or of 
madness either. Very general adjectives like good or bad or beauti- 
ful or wonderful do not as a rule add; the reader wants a more spe- 
cific detail, a particular sort of good {generous, affable, efficient). 
Many adjectives that are exact enough have been used too often 
with certain nouns {fond farewell, beady blacky eyes) and are merely 
trite Because most people do not use exact adjectives in conversa- 
tion, they often fall back on these flat and stale modifiers in wriUng 
— and professional writers sometimes fall back on them too (see 
^Newspaper English § 2, Chapter 12, “Trite words,” page 333) 

A writer may try too hard to make a picture exact Most of the 
adjectives in the following paragraph are exact, that is, they add 
clearly to the meaning But there are too many of them, the writer 
has been too conscientious The passage would be more readable 
if those in brackets, and perhaps others, were taken out. 

In a hotel dining room there is not the \clamorous^ raucous bedlam of 
Its immediate surroundings, but a refined, subdued atmosphere, pervaded 
by distinct, faintly audible sounds The orchestra, with a barely perceptible 
diminuendo, concludes the [melodic,^ slow-tempo arrangement, climaxed 
by the {beautiful] strains of the “Merry Widow’* waltz — using, falling, 
fading with plaintive supplication Then later, while a modern, rhythmic 
melody is being played, the hushed clash of cymbals, the [musical] tinkle 
of the chimes, and the softened blare of brass blend harmoniously with the 
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Adjectives in use 

\ptilstngi\ Vibrant voice of the featured soloist, only to be anticlimaxed by 
the perfunctory applause of the diners The [constanty'\ relentless shuffle 
shuffle, shuffle of danang feet becomes monotonous with its [endless^ repeti- 
tion and imperceptible variation, while trite conversation is often interrupted 
by the affected voice of the sohatous waiter The whispers and 
laughter, the discordant clatter of dishes upon trays, and the [careless^ 
scraping of chairs blend into the room’s distinctive personality. 

Such a passage is treated with irony by William Saroyan In the 
preface to The Daring Young Man on the Flytng Trapeze: 

All successful writers believe that one word by itself hasn’t enough mean- 
ing and that it is best to emphasize the meaning of one word with the help 
of another Some writers will go so far as to help an innocent word with 
as many as four and five other words, and at times they will kill an inno- 
cent word by charity and it will take years and years for some ignorant 
writer who doesn’t know adjectives < at all to resurrect the word that is 
killed by kindness. 

But a sensible and sensitive use of adjectives is necessary. In 
most exposition the first requirement of adjectives is exactness; they 
must answer the needs of the material, like the itahcizcd words m 
the next two paragraphs* 

Many counselors on public relations had one foot in commerce and the 
other in politics — even international politics The most eminent figure in 
this class was tlie late Ivy Lee It seems a pitv that he died silently, leaving 
behind, so far as anyone knows, no real record of hts activities The candid 
reminiscences of Ivy Lee would be as useful lo a future historian as Pepys 
Diary — and perhaps as interesting to the student of human souls He began 
his larger career as counselor for certain Roc l{t feller interests He was lau- 
ful, nevertheless, not to identify himself with the Rockefellers or any othu 
group, so leaving himself free to serve all clients He had a hand in in 
agitation for recognition of Russia as a means of increasing our expon 
market Indeed, he may have directed this campaign So, too, when an ele- 
ment among the bankers decided that cancellation of European war debts 
would benefit American finance, they used Lee’s talent for sweetening un- 
popular causes And in the last year of his life he was advising the new 
German government on ways and means for making "Nazi principles and 
methods less hateful to the average American citizen — Will Irwin, Propa^ 
ganda and the News, pp 267-68 

In writing that makes a definite attempt to capture the feelings 
and sensations of the reader, the adjectives must be exact (as they 
are in the following paragraph) but they must also deserve the 
epithet “happy”; that is, they must seem to fit and at the same time 
to contribute an accent, to lead the reader to the writer’s feeling, 
perhaps they may make an imaginative appeal. In describing an 
actual experience Ernest Hemingway presents a picture rather than 
a series of facts: 
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AdjecfiveSy types and forms 


In the five days I saw a dozen or more \udu cows and one young bull 
with a string of cows The cows were big, gray, stnped-flanked antelope 
witli ridiculously small heads, btg ears, and a soft, fasUrushtng gait that 
moved them in btg-bellted panic through the trees The young bull had 
the start of a spiral on hts horns but they were short and dumpy and as 
he ran past us at the end of a glade in the dusk, third in a string of stx 
cows, he was no more like a real bull than a sptf^e elk is like a btgy old, 
thtckj-necked, darl^^maned, wonder-horned, tawny-hided, bcer-horse-built 
bugler of a bull-elk — Green Htlls of Africa, p 138 

Notice that the relatively insignificant glade, dus\, and trees are not 
modified but that the gatt is soft, fast-rushtng. The gait needed to be 
described; the dusk and the trees are merely part of the background. 

Adjectives sometimes tend to make a slow movement in writing 
partly because many of them have a falling rhythm; that is, the 
stressed syllable is followed by one or more unstressed syllables. 
They may contribute to a leisurely, relaxed effect: 

The sheltering trees only emphasi7ed the ashen deadness of the wrinkled 
clapboards 

Ttx) many of them may result in an excessively slow movement. 

Carl Sandburg has been credited with advising a writer, “Think 
twice before you use an adjective” This is probably sound advice 
for anyone who is writing a good deal and tends to let thoughtless 
adjectives slip in. But it is also important for a writer to fix his eye 
on his subject and write about it as he really sees it Without stuff- 
ing in adjectives he should fill in the qualities that are needed for the 
reader to re-create the picture or idea for himself. The adjectives then 
should be at least exact, and some of them may be happy, 

(Compare ch 4, “Adjectives and adverbs,” p 99, *Adverbs in use Ri-eerence 
\ ikcn, ch 10 ) 

Adjectives, types and forms 

1. Types. 2. Forms. 3. Position. 4. Comparison. 5. Phrases 

and clauses. 6. Other parts of speech. 7. As nouns. 

An adjective modifies a noun or pronoun, that is, in some way 
makes its meaning more exact: a blac/^ spider, those men, certatn 
blind interests, lucf{y me. He is stlly. 

1. Types Adjectives are of three general types: (a) Descriptive 
ADJECTIVES, the most common type, modify the noun by naming a 
quality or condition of the object it names* a gray shutter, vtvtd 
colors, difficult words, a laughing girl, the wrecked car. 

b) Limiting adjectives point out in some way the object named 
or indicate quantity or number: this vase, hts former address, several 
books, their ambitions, seventy five seats, the nineteenth day 
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Adjectivesy types and forms 

c) Proper adjectives, derived from proper nouns, originally are 
limiting adjectives* French possessions, the Puritan colonies — but 
often become descriptive French culture, Puritan manners. Some- 
times they mingle both functions, as Elizabethan in the Elizabethan 
drama both limits drama to a period and brings to mind qualities 
of a group of plays 

Often a proper adjective is used so frequently in a merely descrip- 
tive sense that it loses its relation to the proper noun from which it 
came and becomes a simple descriptive adjective, written without 
a capital bacchanalian^ pasteurized^ diesel, india ink, pans green 

2. Forms of adjectives. Many adjectives have come down from 
an early period of the language {high, handsome, civil) and many 
have been made and are still being made by adding a suffix to a 
noun or verb Some ^suffixes that are still active are 

-able (tble) — translatable, dirigible -tsh — darkish, womanish 

-al — critical, hypothetical dess — harmless, fearless 

-ed — sugared, four-footed — birdlikc 

-ese — Burmese, journalese -ous — callous, ferrous 

-ful — playful, soulful -y — cranky, dreamy, squiffy, corn^ 

3. Position of adjectives. According to its position in a sentence, 
an adjective is either attributive or predicate 

a) Attributive adjectives are placed next to their nouns, usually 
preceding, as in tiny brook, horseless carnages Sometimes there 
IS good reason for placing an adjective after its noun 

a woman sweet, nmple, homedovmg (Two or more adjectives in formal 
usage often follow ) 

the outfit complete (For emphasis) 

court martial, attorney general (Following French patterns) 
a good plan gone wrong (Participje modified by adverb) 
a plan so complicated no one could follow it (The adjective modified 
by other words) 

a white cap, small and beautifully made (Avoiding an awkward piling 
up of adjectives before the noun) 

b) Predicate adjectives come after some form of the verb be or 
some other linking verb {taste, feel, turn), except in inverted sentence 
order {Silent was the night). 

The day is warm That pie smells good 

The tram was crowded For a while I felt bad 

(See *Linking verbs ) 

4. Comparison of adjectives. A greater degree of the quality 
named by an adjective is shown by adding -er or -est to the adjective 
or by placing more or most before iv 
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Adverbial clauses 


Positive Comparative Superlative 

learned more learned most learned 

warm warmer or more warm warmest or most warm 

(See ch 4, “Adjectives and adverbs,” p 100, *Comparison of adjectives and adverbs 
for further examples and discussion of use ) 

5. Adjective phrases and clauses. Phrases and clauses arc used 
as adjectives: 

The man with his hat on is Harry. 

I like the one on the end best 

a bird with a long bill (=a long-billed bird, a descriptive adjective) 
a bird in the hand (a limiting adjective) 

Everyone who approves of this will please raise his right hand 
That was the summer we went to Yellowstone 
He asked the first man he met 

(See •Adjective clauses, •Clauses $ 1, *Restrictive and nonrestrictive for further 
examples and discussion ) 

6. Other parts of speech as adjectives. One of the outstanding 
traits of English is the use of nouns in the adjective function a glass 
jar, the Attlee government, a hurry call, store bread, sl{i pants, the 
high school course, a stretcher case, the horse and buggy days. (See 
’*^Parts of speech ) 

Participles are the adjectival parts of verbs a coming man, a de- 
served tribute. 

7. Adjectives used as nouns. Prefaced by an article, words ordi- 
narily used as adjectives function as nouns the just, the rich, the 
unemployed, a high (of weather), an all-time high, a new low, 

(Referpnces Kennedy, $$ 52, 105, Curme, Parts of Specchy chs 3, 11, Syntaxy 
chs 5, 13, 14,25 ) 

Adjunct An adjunct is a modifier (as adjective of noun, adverb of 
verb), or a word or group of words that completes the meaning of 
some sentence element, as the object of a verb, or a predicate ad- 
jective. (See ^Modifiers ) 

adult Pronunciation divided 3dult' — ad'ult 

Adverbial clauses Subject-and-verb constructions may serve as ad- 
verbial modifiers* 

After the ball was over He came because he had to 

When we got up we found it raining 
He anchored wheie the fish was supposed to be^ 

(See ch 4, “Adverbial clauses,” p 114, •Adverbs, types and forms, •Adverbs in use, 
•Clauses.) 
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Adverbs in use What has been said about the use of adjectives 
Adjectives in use) can be said again about the use of adverbs* 
Adverbs, too, should be either exact or happy or both. When an 
amateur writer wants to portray rapid or violent action, he is quite 
likely to make too free a use of adverbs and kill the whole effect. 
In this paragraph we would be relieved — and see the picture more 
clearly — if the writer had abandoned his adverbs 

Shrill horns scream threateningly Automobiles careen wildly Giant 
buses lumber dominantly along Policemen shout warningly and then des- 
perately Pedestrians scurry across the broad avenue And then more 
squeaky, impatient cars, more terrifying trucks, and more lumbering buses 

Some writers tend to qualify their writing too much, to make a 
statement and then draw part of it back with such words as ptobably, 
apparently 

I shall [probably] try to read your paper tonight. 

It is better to choose the most accurate word available and use that. 

Many of the longer adverbs are unemphatic because they are un- 
stressed toward the end, and when two or more of them come close 
together they make a clumsy or unpleasant sounding phrase. The 
repetition of the 4y is especially enfeebling 

. she sang resonantly^ if dightly nasally, between the towering walls 
of the adjacent buildings 

They each respond to recurrent temperamental differences, and to anal- 
ogous though chronologically distantly separated social conditions 

Because of the colloquial tendency to use superfluous adverbs, 
a writer needs to watch out for adverbs that add nothing to his 
meaning. 

We found [out] that what had looked like snow was a mound of quartz. 
The college student meets [up with] a different type of instructor in 
English than he had in high school 

Sometimes writers use an adverb plus an adjective or a verb when 
an accurate adjective or exact verb would be neater and just as 
expressive. 

Scholarships should be kept for those who are studiously inclined [that 
IS, for those who arc studious^ 

When no one was looking I took the goggles and swiftly made my way 
out of the store. (Even hurried would say as much and a verb like scurried 
might say more ) 

(See ch 4, “Adjectives and adverbs,” p. 99, ♦Prepositions % 3b, *vcry. Reference. 
Aiken, ch 11.) 
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Adverbsy types and forms 

Adverbs, types and forms Correction: Make the adjective marked v 
an adverb by adding My’. (Sec § 3.) 

1. Classed by function. 2. Classed by meaning. 3. Forms. 

4. Comparison. 5. Other constructions as adverbs. 

An adverb modifies a verb (He came fast, He loved not wtsely 
but too well), an adjective {thoroughly bored), an adverb {too well, 
quite rightly), or a whole clause or sentence {Possibly you are right 
When they got to the corner, they saw the road start straight up a 
hill ). Adverbs may be classed by meaning and by function: 

1. Classed by function: (a) Simple adverbs, modifying a single 
word or sentence element 

He will come today (Modifying verb come) 

She was father shy (Modifying ad|cctive shy) 

Almost immediately we saw them (Modifying adverb immediately) 

b) Sentence adverbs, modifying whole sentences 

Perhaps he will come today Unfortunately there were no more left Later 
I was sorry That evening I was sorry As soon as / said it, 1 was sorry 

c) Conjunctive adverbs, which connect clauses and also modify 
their meaning 

Consequently we agreed to call the matter closed They were, however, 
by no means convinced 
(Sef •Conjunctive idvcrbs ) 

d) Interro(,ative adverbs, introducing questions: 

When did you begin to feel this way^ 

Where was the car when you first saw it^ 

2. Classed by meaning. Adverbs have a wide variety of mean- 
ings and can be variously grouped A convenient grouping follows: 

a) How ^ (Adverbs of manner) 

alike so well worse keenly optnlv painstakingly 

b) When? In what order? (Adverbs of time and succession) 

afterwards when finally late lately never soon 

c) Where? (Adverbs of place and diiection) 

below far north there upstairs 

d) How MUCH? To what extent^ (Adverbs of degree and 
measure) 

all almost less little much ejuite completely equally 
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Adverbs, type* and forms 

e) Why? (Adverbs o£ cause and purpose) 

consequently therefore 

f) Yes or no (Adverbs o£ assertion, condition, and concession) 

yes no certainly doubtless not perhaps possibly surely truly 

Slang, colloquial OK nix absolutely 

3. Forms. Most adverbs are adjectives or participles plus the end- 
ing -ly' “He rowed badly'\ “She was deservedly popular”; ''Surely 
you heard that.” Some have forms that have developed from Old 
English forms without a special adverbial sign now^ quite^ stnce^ 
thetiy there^ where. 

There are a number of adverbs with the same forms as adjectives. 
Some of these are 


bad 

doubtless 

hard 

much 

slow 

better 

early 

high 

near 

smooth 

bright 

even 

late 

right 

straight 

cheap 

fair 

loose 

rough 

tight 

close 

fast 

loud 

second 

well 

deep 

first 

low 

sharp 

wrong 


Most of these also have forms in dy too, so that we can write “He 
sang loud” or “He sang loudly.” The dy forms are likely to be 
preferred in formal English and the shorter forms in informal and 
familiar writing The shorter forms are often more vigorous than 
the longer 

Go slow Don’t talk so loud It was so windy that I had to hold on 
tight to the iron stand to keep from being blown off the summit 

In speech and informal writing some other short forms of adverbs 
are used 

Informal Take it easy It came easy He talked big 

In Vulgate and careless usage there is a tendency to drop the dy 
from commonly used adverbs, such as *real^ special^ considerable 
for really^ specially ^ considerably. This should be avoided in writing 
and ordinarily in speech 

4. Comparison of adverbs. A greater degree of the quality named 
by the adverb is shown by adding -er or -est or by placing more or 
most before it: 

Positive Comparative Superlative 

hard harder hardest 

slow slower slowest 

slowly more slowly most slowly 
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Most adverbs of more than one syllable are compared with more and 
most See ^Comparison of adjectives and adverbs. 

5. Other constructions as adverbs. Nouns may be used as ad- 
verbs (see ^Genitive case § 2) • 

He came mornings He plans to stay a month 

Phrases may have the functions of adverbs (*Phrases § 1) 

He came tn the motmng 

After the examination he had stopped studying 

Clauses may act as adverbs (^Adverbial clauses) : 

When It came time to go, he didn’t know what to do 

He stayed on and on because he didn't hjiow how to leave 

(REFHRENCfcs Kennedy, $ 54, Curme, Parts of Speech, pp 73-86 ) 

advertisement Ad vur'tiz msnt is winning out over ad'vsr tiz'msnt 
and is now the more common pronunciation, though both are still 
heard. 

adviser, advisor Adviser has been the more common spelling, but 
the -or form (from analogy with advisory) is being increasingly used. 
Either is correct. 

-ae-, -oe- Words from Greek and Latin that contain the digraphs 
-ae- and -oe- have been for a long time variously spelled in 
English (Most printers do not now use the ligatures — the two 
letters made together, ce, oe — except in works dealing with the ancient 
languages.) Both -ae- and -oe- are pronounced as though written e 
(either long or short). Many words have been simplified in the past 
economics^ pedagogy, penal were formerly oeconomtes^ paedagogy, 
poenaL 

The present trend is to hasten this simplification Medicine, for 
instance, has adopted many of the simpler forms, like anesthetic 
(for anaesthetic) The long series of words beginning with haem- 
(meaning “blood”) now preferably begin with hem- {hematic, he- 
moglobin, hemorrhage and so on). The American Historical Associa- 
tion long ago adopted medieval. Dictionaries now give such words 
as ameba, cesura, dterests, esthetiCy subpena either as preferred or 
alternate spellings For a particular word consult a recent authori- 
tative dictionary. More formal styles tend to keep the older form 
with the two letters, more informal styles to use the simple e. 

Latin plurals in ae of course still keep the two letters: alumnae, 
antennae, formulae (See ''^Plurals 4 ) 
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•ffecty effect 


In Greek and Latin pioper names the two letters are kept 
BoeotiUy Caesar^ Oedipus 

affect, effect Since most people make no distinction in pronounc- 
ing the first vowel of these words (^fekt'), the spelling is likely to 
be confused. 

Affect is always a verb, meaning to “influence” or “put on” 
(compare affectation) 

This will affect the lives of thousands 

He affected a stern manner 

Effect IS most commonly a noun, meaning “result”: 

The effects of this will be felt by thousands 

What would be the effect of doubling the amount? 

Effect IS also a verb in formal English, meaning to “bring about”: 

The change was effected peaceably 

Affectation We pick up our language as children by imitating the 
speech of people around us, and we change our language later in 
life by imitating what we hear others say or what we find in read- 
ing. So long as these changes furnish us with more varied and 
more exact ways of saying things, they are proper and necessary, 
and represent a healthy growth. But sometimes we are led to adopt 
different pronunciations or different words or different construc- 
tions not so much to make our speech more effective as to make it 
more elegant, or even for the effect of the language itself rather 
than the effect of what it is conveying. Such changes are affectation 
and are unpleasant Writing is more precise than speech, but writ- 
ing in a style quite different from one’s speech is affectation. 

Affectation is most easily spotted in pronunciations. In some 
parts of the United States ben (for been)y ra'thar, and I'thar are 
common pronunciations, but consciously adopting them is affecta- 
tion in regions where bin, ra'thDr, or e'tfear arc usual. For many 
people expressions like the following are affectations aient I — one 
shouldy shouldn't one; Briticisms like no end, that which for what. 
Usmg slang except for humorous effect is an affectation for a person 
who knows little slang and seldom uses it in natural speech. 

The line between natural and affected speech is hard to draw, 
since it depends chiefly on motive. In general, picking up expres- 
sions not commonly heard from the educated people of a com- 
munity IS dangerous. Increasing the expressiveness of ones speech 
is praiseworthy, but just trying to be “different” will usually result 
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agree tOy agree with 


m bad English The way to avoid affectation is to consider the appro- 
priateness and expressiveness of language and to shun “big words.” 

(StE ch 3; Good English, *Pronunciation $ 2 ) 

again, against General American pronunciation is 9 gen', 9genst'; 
9gan', sganst' are in general British use but uncommon in the 
United States 

aggravate In familiar usage aggravate means to “annoy” or “irri- 
tate” “I was never so aggravated in my life.” In formal English 
aggravate means “to intensify or increase something unpleasant,” 
as to aggravate suffering or a wound or a crime. The same distinc- 
tion IS made with the noun, aggravation 

Aggregating sentences See Chapter 10, “Aggregating sentences,” 
page 274. 

Agreement Correction: Make the pronoun or verb marked agree 
grammatically with the word to which it is related: its antecedent 
if it is a pronoun, its subject if it is a verb. 

Certain parts of speech which vary in form for gender, person, or 
number should agree when they stand in relationship to each other 

1. Subject and verb agree in number (The man is old — The 
men are old) and person (/ go tomorrow — He goes tomorrow). 
(Stf ch 4 * Subitct — \trli — (ib)ect,” p 104, *Sub|cct and Nerb, *Collectivc nouns ) 

2. A pronoun agrees with its antecedent in gender (The man 
found hn keys — The girl found hei keys), in number (The hov had 
l(jst ///' wa\ — The hil{eis had lost then way), and in person 

(S}b ch 4 “Pronuuns," p 108, * Reference of pronouns, *eich, •every) 

3. A demonstrative adjective usually agrees in number with the 
noun It modifies, {That ktnd is inexpensive — These shoes cost more 
than the old ones.) 

(See •Demonstrative adjectives, •this, •kind, sort ) 

The chief cause of failure m agreement is that we do not hold 
our grammatical patterns in mind very well If several words inter- 
vene between the two that should be in agreement, we seem to forget 
the way we started out This is especially true if the subject is a col- 
lective noun or pronoun, or if several words, some of them plural, 
come between the singular subject and the verb, so that we are 
tempted to use a plural verb. 

(Por other problems of agreement see •Apposition aiul •Tenses § 3 ) 

^agr«e to, agree with One agrees to a plan and agrees with a per- 
son. One thing agrees with another. 
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ain't 


ain't Ain't is one of the commonest and most easily identifiable vul- 
gate words, and prejudice against it among educated people has 
been almost unanimous for the last century or so though it is directly 
descended from formerly accepted contractions. In actual conversa- 
tion It IS inconspicuously pronounced (ant or nt rather than ant) 
and could be an economical single form for am noty is noty are noty 
has noty have not if the social objection could be relaxed. Instead, 
It IS being gradually eliminated by education. 

Used in the first person, especially in question form {ain't /) 
where there is no easy natural contraction — am n't is hard to pro- 
nounce — ain't IS fairly common among educated speakers and was 
marked “disputable** and “almost established** in the Leonard study 
of 1932. Aren't is often used m this construction, especially in Eng- 
land: “I’m making real progress, aren’t P” In the first person, both 
ain't and aren't should be regarded as colloquial, other uses of ain't 
as vulgate. 

(References Curme, Parts of Speech^ p 248, Marckwardt and Walcott, pp 48, 
95-6) 

airplane— aeroplane For several years these two words competed 
for general usage, but in the United States at least, airplane is now 
both the official and the popular form Aeroplane (pronounced 
er'a plan) is more commonly used in England. 

a la A la is regarded as an English preposition, meaning “in the 
manner of”- a la Whistler, zXdiThe New Yorker, In formal writing 
and modish advertising (as of cosmetics and fashionable clothes), 
the accent mark is usually kept {a /a), elsewhere it is written a la 
We do not use the other French forms, V and auy except in bor- 
rowed phrases {au gratin). 

alamode (whether meaning “in the fashion” or referring to ice 
cream on pie) is usually written as one word without the accent 
mark. The French form (ti la mode) is found less often 

alibi In formal English alibi means “a defense on the ground of 
having been in another place”; in familiar and colloquial English, 
alibi refers to any excuse. 

all and its compounds The following words and phrases need 
watching 

all ready (adjective phrase) At last they were all ready to begin. 

already (adverb of time) They had already begun 
*all right (adjective phrase) The seats seemed all right to me. 
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all (of) 


all together (adjective phrase) We found them all together in an old trunk 
There were six all together 

altogether (adverb, equivalent to wholly) That’s altogether another matter. 

Alliteration Alliteration is the repetition of the same sound at the 
beginnings of several words in a series or at the beginnings of stressed 
syllables within several words close together Besides contributing 
to the pleasure that a reader may find in the similar sounds, ah 
literation serves to bind the phrase, sometimes a series of phrases, 
into a unit : 

the crowded, cloistered colleges of Oxford — Paul Elmer More , ran 
over the /tarry /moothness of the lagoon, and the water between the piles 
lapped the /limy timber once with a /udden cplash — Joseph Conrad, “The 
Lagoon,” Tales of Unrest, p 199 

Alliteration is one of the figures of sound that contribute to the 
musical effect of poetry, though not one of the most important 

Here I am, an old wan in a dry wonth, 

Being read to by a boy, waiting for rain 

T S Eliot, “Gerontion” 

In ordinary expository prose conspicuous alliteration is usually 
out of place because it tends to attract attention to the expression 
at the expense of the idea. Its use in formal and elevated prose, 
especially in prose with an oratorical or poetic background, is more 
appropriate 

At present, alliteration is one of the chief weapons of advertis- 
ing sloganeers and makers of flashy titles, who simply push to a 
conspicuous point the natural binding power of the figure 

If you /ee it in the 5un it’s <o Potatoes Promote Prosperity 

Corinthian Carpet Cleaners A/caltimc Uagic with A/ilk 

Alliteration is also characteristic of humorous verse and prose and 
of any mannered writing on the light side 

Tell me, what is a man to do 
When the /ady his /ifc is based upon 
Likes to be r^^ooed but won't be won} 

Ogdfn N\sh, Hafd Lines ^ p 58 

(Compare ch 10, “Qualities of sound,” p 295 ) 

all (of) All IS followed by of in many constructions where the of is 
not necessary and might not be used in formal writing. 

All of the milk was spilled They passed all of the candidates 
You can’t fool all of the people all of the time 
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«ll right— alright 

All of IS usual with a pronoun’ 

All of them went home They wanted all of it but got only half 

•II right— alright All tight IS the spelling of both the adjective 
phrase (He is all right) and the sentence adverb, meaning “yes, 
certainly” (All right. I’ll come). 

Alright is a natural analogy with altogether and already y but at 
present is found only in advertising, comic strips, familiar writing, 
and, rarely, in fiction It will be worth watching to see if alright 
makes its way into typical informal English. Meanwhile, be on 
your guard. 

all-round Hyphened (or sometimes as two words), an informal ad- 
jective* an all-round athlete, an all-round education. 

Allusion See Chapter 12, “Allusion,” page 353 

illusion— illusion See ^illusion. 

•al ly English has a number of adjectives with the (Latin) endings 
•al and -ical fatal, final, medical, historical, political Usually an 
adverb is made by adding 4y to this ending. This should be re- 
membered in spelling these words. 

accident^/ accidenw//y incidenUT/ incidentfl//y 

p>ohtiaz/ politia///y practica/ practic^/Z/y 

Several adjectives ending in -ical show a tendency to drop the 
-al* alphabetic, biographic, geographic, grammatic, philosophic are 
becoming more common, following the course of academic, ft antic, 
emphatic, poetic, and others that have already shed the final sylla- 
ble. Although frantic and public and a few others have adverbs 
without the -al' {franticly, publicly), most of these words reinstate 
that ending before the 4y 

academica//y dramatic^i/Zy pro!ifia?//y 

athletia?//y heroic<2//y specifioj/Zy 

automatiaz//y idioixcally ternhcally 

almost See *most for use of most for almost 

also is a weak connective, ordinarily and will do its work better: 

He came with tents, cooking things, and [better than alsol about fifty 
pounds of photographic equipment. 

(Sfe *Conjunctive adverbs ) 

alternative comes from the Latin alter, “the second of two”; some 
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a.m. and p.m. 

formal writers, in deference to the word’s origin, confine its mean 
ing to “one of two possibilities,” but it is commonly used to meart 
one of several possibilities, and is so defined ui dictionaries. 

although Although and though connect with the mam clause an 
adverbial clause of concession, that is, a statement in opposition to 
the mam statement but one that does not contradict it. Although 
IS more likely to introduce a clause that precedes the main clause, 
though one that follows* 

Although [Though] the ram kept up for almost three weeks, we managee 
to have a pretty good time 

We managed to have a pretty good ume, though [although] the rain kept 
up for almost three weeks 

There is no distinction in meaning between though and although 

Often one of two clauses connected by but can be thrown into 
an although clause with greater accuracy of meaning and with 
greater variety in the sentence pattern 

We had rehearsed that act time and lime again, but we all missed our cues 
the first night 

Although we had rehearsed that act time and time again, we all missed 
our cuts the first night 

The spelling altho has made more headway than tho and thru^ 
and IS quite appropriate in familiar and informal writing but would 
not be used in formal wilting 
(Sir *hut Rtn RLNCE Curnie, Syntax, 332 -*10 ) 

altogether See *all and its compounds 

alumnus In spite of their clumsiness four Latin forms of this word 
are kept in English 

One male graduate is an alumnus lun/nas) 

Two or more male graduates are alumni (a lun/ni) 

One female graduate is an alumna (a lum'na) 

Two or more female graduates arc alumnae (a lum'ne) 

By common practice alumnus and alumm are used for graduates 
of coeducational institutions. Because of this complication of 
forms, graduate and graduates are increasingly used. Alum' is used 
colloquially in some institutions 

a.m. and p.m. These abbreviations (for ante meridiem^ “before 
noon,” and post maidiem^ “after noon”) are now usually written m 
small letters except in headlines and tables. They are most useful 
in tables and lists of times. In consecutive writing they are used 
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Ambiguity 

only with figures for specific hours* “from 2 to 4 p.m.*’ The periods 
are sometimes omitted in reference style. 

M. IS the abbreviation for noon “12 m.” There is no correspond- 
ing abbreviation for midnight. 

Ambiguity Correction: Make the meaning you intend unmistakable. 

1. Inexact reference of pronouns. 2. Modifiers. 3. Incomplete 

idioms. 4. ‘Yes’ or ‘no’ after negatives. 5. Intentional ambiguity. 

Although inexact writing is common enough, actually ambigu- 
ous writing, in which there is possibility of confusing two mean- 
ings, IS relatively rare The context usually shows which of two 
possible meanings must be taken The most common sources of 
actual ambiguity are 

1. Inexact reference of pronoun, especially in ^indirect discourse. 

He told his father he had been talking too much 

Such a sentence usually needs re-forming, perhaps as: 

“Fve been talking too much,” he told his father 

‘‘You’ve been talking too much ” he said to his father 
(See *Rcfercnce of pronouns ) 

2. Modifiers, (a) Squinting modifiers that may refer to either 
of two words or constructions 

I said when the game was over that I would go (When the game was 
over I said that I would go Or I said that I would go when the game 
was over ) 

Some people / \now would go there anyway (Some people whom I know 
Or Some people would go there anyway, I know ) 

b) Modifiers temporarily misleading, as in headlines 

Police repair man killed by car 

Horse bites off ear of owner — Man says he will keep biting mare despite 
attack 

3. Incomplete idioms, especially in comparisons 

“I like Alice as well as Will” might mean “I like Alice as well as Will 
does,” ‘‘I like Alice as well as I do Will,” or ‘‘I like both Alice and Will” 
(See ^Comparison of ad]cctives and adverbs ) 

4. ‘Yes’ or ‘no’ after negatives. or in response to a negative 
question or in commenting on a negative statement, often needs a 
clause to make the meaning clear. 

You haven’t any more red ink, have you? (Answer, ‘‘Yes, I have” or 
‘‘No, I haven’t.”) 
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American and British usage 

Let’s not use such a long quotation (No, let’s not ) 

5. Intentional ambiguity. Incomplete or ambiguous statements 
are sometimes intentional, like President Coolidge’s “I do not choose 
to run for President in 1928” or the sign in an airport limousine, 
“Tipping for this service not required,” which drew tips from most 
passengers 

American Since it is inconvenient to form an adjective or a com- 
pound in 'tnan from the United States^ Amencan is ordinarily used. 
It is obviously inexact, since Canadians and Mexicans are as Ameri- 
can as we are. But it is no more inexact than many other words 
and is generally used in this sense Perhaps we can take an Eng- 
lishman s judgment 

The use of Amenca for the Untied States ^ dmencan for (^citizen) of 
the U S IS ofjen to as much & as little objection as that of England & 
Engltsh(man) for Great Britain (& Ireland), Buttsh, & Briton It will con- 
tinue to be protested against by purists & patriots, & will doubtless survive 
the protests — H W Fowlfr, Modern English UsagCy p 18 

Use the United States rather than Amenca as the name of our 
country but use American as the adjective and the name of an 
inhabitant. 

(Rfferfnce H L Mencken, “Name<i for American, ’ American Speech^ 1947, 
22 241-56 ) 

American and British usage There are several reasons why the 
English spoken and written in the United States differs from the 
English spoken and wiitten in England The English language was 
brought to North America in the -seventeenth and eighteenth cen- 
turies, and since that time the language used on both sides of the 
Atlantic has changed noticeably, and naturally in somewhat different 
ways For the past few generations the first hand contacts between 
Americans and Englishmen have been confined to a handful of 
the upper classes of both nations (in contrast to the rather frequent 
movement back and forth among the citizens of the British Em- 
pire), so that there has been little chance for the pronunciation of 
one to affect the other. Even the stationing of American troops in 
England during the war has not had very widespread effect. The 
people live under different governments, are brought up under dif- 
fering educational systems. Social stratification, affecting the ideals 
and habits of large classes of people, is considerably different In 
spite of the mutual circulation of books and periodicals, visits of 
lecturers, professors, and ministers, and interchange by way of the 
movies and the radio, many of the factors that tend to keep a lan- 
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American and British usage 

guage unified and to keep the speech of the British possessions close 
to that of England cannot operate very effectively between England 
and the United States. 

The differences have led to interesting emotional attitudes on 
both sides. There has been considerable arrogance. Britishers scorn 
“vulgar Americanisms,” partly from dislike of different language 
customs, partly from a feeling of superiority in customs and man^ 
ners: The maker of the glossary to the London edition of Sinclair 
Lewis’ Babbitt went beyond simple definition when he wiote for 
tee cream soda “Ice cream in soda water. A ghastly American sum- 
mer time drink.” Fowler says that the realization that Americans 
had dropped the u from words in -our stopped the British from 
making the same change Many Americans look upon British 
accent and vocabulary as ludicious or at best snobbish. The average 
American’s dislike for Briticisms has been intensified by affectation 
of British pronunciations and British words by some Americans 

As to written style, in recent years the vigor of our literature has 
done much to give American English standing abroad, and the 
movies are carrying their version Forty years ago the Fowler 
brothers wrote in The King's English^ “Americanisms are foreign 
words, and should be so treated” — and they treated them so with 
gusto. Twenty years ago Ernest Weekley wrote “The foreign lan- 
guage which has most affected English in our own time is con- 
temporary American.” In 1938 Eric Partridge put as a subtitle to The 
World of Words “An Introduction to Language m General and to 
English and American in particular ” H W Horwill’s Dictionary of 
Modern American Usage (Oxford, 1935) is further evidence of a 
serious regard for our language, attempting to describe the Ameri- 
can vocabulary for the English people without belittling it and in- 
cidentally telling us a good deal about British usage. 

In the written language some spelling differences stand out. 
The British tend still to prefer -re to -er in words like center and 
^ theater y though they use both forms, they still keep -our in a num- 
ber of words, though they are gradually simplifying; they use in a 
few words like inflexion, they tend to double more consonants, as 
in traveller, waggon, and there are various individual words that 
differ, such as tyre (automobile tire). But these distinctions do not 
affect a large number of words, and actually usage on most of them 
IS divided in both countries They are just enough to show that a 
book IS of British or American origin but they do not interfere 
with reading except among patriotic fanatics of one country or the 
other. They really are one of the better arguments for allowing more 
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American and British usage 


individual freedom in spelling, but oflfei a problem to a publisher 
who wishes to circulate a book in both countries. 

In the United States for a number of years students have been 
at work discovering and describing our speech. The magazine 
American Speech (founded in 1925) has published specific observa- 
tions of usage and more general articles Professor George Philip 
Krapp’s The English Language in America (New York, 1925) and 
John S Kenyon’s American Pronunciation (Ann Arbor, 1935) arc 
scholarly works The four editions of H L Mencken’s The Amer- 
ican Language (New York, 1919 — ) have given a sturdy defense of 
American as against British usage Mencken is not quite fair in 
that he usually pits the American vulgatc against formal British, 
but his mam point, the existence of a distinct popular speech in the 
United States, is well proved. The Dictionary of American English 
presents the record of many words as they have been used in the 
United States 

There are of course several varieties of English in use on both 
sides of the Atlantic, and Great Britain presents a greater variety 
than the United States, in part because of sturdy remains of older 
dialects m the various counties, in Scotland, and in Wales, and in 
part because of mannerisms, as “the Oxford accent,’’ of various social 
groups Among Englishmen and Americans of about the same de- 
gree of education and similar social position, differences in pro- 
nunciation are likely to be particularly striking There are different 
intonations, different values for the vowels, differences in particular 
words like the British tra {trait) ^ process, con tents^ leften'snt 
{lieutenant)^ ral'i for the American ro'li {Raleigh) ^ and in general 
a more rapid speech and tendency to slur syllables (such as -ar in 
dictionary) The slower, fuller pronunciation by Americans seems 
wasteful and provincial to a Britisher. 

Everyone knows some of the differences in vocabulary in certain 
common words In England an elevator is a lift^ ladio is wireless^ 
crackers are biscuits {ca\es and muffins are also different from those 
in America), dessert is fruit after the sweets, a sit-down stride is a 
stay-in strihe, a run in a stocking is a ladder^ daylight saving time 
is summer time^ installment buying is the hire-purchase system, 
white<oUar workers arc black<oat workers. From the group word 
tin can the British have taken tin, Americans can. A trucks is a 
lorry, an automobile is a motor car (though both are compromising 
on cat), gasoline is petrol, sold in a gallon of five quarts. A billion 
IS a thousand million in America (and France) and a million million 
in England (and Germany). 
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There is a vulgate speech in both England and America, a vast 
array of slang that baffles readers on the opposite side of the Atlantic, 
and many colloquialisms that belong to each. In a book or play no 
end and ra thur' are supposed to identify an Englishman as clearly 
as guess or reckon is supposed to identify an American. One reason 
for careful study of the differences between the two speeches was 
the increased vogue of realistic fiction, which necessarily made use 
of more colloquial English and more colloquial American. In fact, 
the increased informality and colloquialness of modern prose in 
both England and the United States tended to emphasize the dis- 
tinctions between the two, and probably went a long way toward 
general recognition of differences 

The grammar of the popular levels of English and of American 
differs somewhat — contrast the speech of ordinary people in novels 
of the two countries. But in the formal writing of the two there is 
less difference in grammar than in vocabulary Collective nouns are 
more likely to be plural in British usage {the government intend ) ; 
British writers differ in small matters like the position of *only^ the 
proper preposition with *dtfferenty and distinguishing and as 
(See Stuart Robertson, ''British-Amencan Differentiations in Syntax 
and Idiom,” American Speech^ 1939, 14 243-54 ) 

A fairly long catalog of such minor differences between these 
two branches of English could be drawn up, but their importance 
should not be exaggerated or allowed to obscure the fundamental 
fact that the resemblances far outnumber the differences and that 
the speech of the two countries represents two different strands of 
the English language With patience a citizen of one country can 
understand the speech of the other, and with tolerance for small 
differences one can read the other’s books and periodicals without 
trouble An Englishman should write for Englishmen and an 
American for Americans. Too much concern for an “American 
language” may be mistaken patriotism It is better to regard our 
speech as one of several branches of the great English language 
For an American there is no virtue in consciously cultivating 
British pronunciations or adopting British words and idioms. If he 
uses generally accepted American English he will reach his proper 
public, and if what he writes is interesting or important enough he 
can reach British readers too. 

(Many particular entries in this Index note differences between British and American 
usage Anyone who wishes to look further into the matter can refer to the books 
mentioned m this arucle, or he can begin with the shorter discussions m Kennedy or 
McKnight or other books on English The American College Dictionary discriminates 
British and American usage more carefully than other dictionaries ) 
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Analogy in language 


among See ^between. 

w^amount, number Amount is used of things viewed in bulk, weight, 
or sums; number is used of things that can be counted in individual 
units* 

an amount of milk (but a number of cans of milk) 
an amount of beets, corn, oats, wheat (but a number of bushels or car- 
loads of any of these) 

a nupiber of seats, a number of people, a numbet of mistakes 
an amount of money, an amount of humor 

ampersand is the name for the & sign (originally a linking of the 
letters of ei)^ called also short and. Its primary use, obviously, is to 
save space. It is used chiefly in business writing and in reference 
works. In addressing firms, use the form they habitually use 
(. . and Company or & Company), and in quoting, follow 
your original carefully. 

Analogy (Figure of speech) See Chapter 12, “Resemblance,” page 
348 

Analogy in language Analogy is the name for the natural tend- 
ency in users of a language to make their speech more regular by 
forming new words like some existing ones, bringing old words 
closer together in form, or bringing constructions in line with familiar 
patterns It is easiest to watch analogy in the attempts of children 
to master their language Before they learn the forms conventionally 
used by grown-ups, they manufacture forms like those they are 
familiar with Most children for a time say mans before they learn 
to say men, they experiment with verb forms, usually making verbs 
regular, singed for sang or sung, digged for dug, or they may say 
dag instead of dug 

Analogy is the force that has disposed of many irregularities in 
the main body of the language. Out of various plural forms used 
in Old English, -s has won in all but a few words and analogy is 
still bringing more words to that form, like ^formulas. Words 
occasionally are changed in spelling by analogy, as the -A was rather 
recently added to crumb and thumb from analogy with comb, dumb, 
and so on. Cole slaw is often replaced by cold slaw. * Adviser is now 
changing to advisor from analogy with advisory and words like 
inspector, distributor Alright is slowly making its way from analogy 
with already. (See *all right.) New words are formed on analogy 
with old ones, like avtgation, aerobatics. Since *who is the form that 
usually stands before a verb, as its subject, people ordinarily say who 
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-ance^ »ence (■anty -ent) 


instead of whom when the object precedes the verb {Who were 
you with^) 

(SkE *Change m language, *clue to, the words starred in this article, and vinous other 
examples of analogy treated m particular Index entries Rvh-rencf E H Sturte\ int, 
Ltngmstic Change (Chicago, 1^17), p 38 ff , ch 6 See also the indexes of most works 
tm language for their treatment of analogy ) 

-ance, -ence (-ant, -ent) Two of the most troublesome groups of 
words in English spelling are those ending in -ance (jant) and -ence 
{-ent) Most of them are nouns and adjectives descended from 
verbs of different Latin conjugations whose vowel signs are gen- 
erally represented in these endings There is no difference in our 
pronunciation of the endings — both get the neutral vowel a (di- 
fenMant) There is a slight tendency to level the two in the direc- 
tion of the ending with e, but for the present all we can do is learn 
the individual forms by memory or frequently consult a dictionary, 
either of which is an unconscionable waste of time 
Here are some of the commoner words of these types 


-ANCE, -AM 


Nonn 

Adjictwc 

ascendance, ascendancy 

ascendint (or ascendent) 

ascendant, (or ascendency 


ascendent) 


attendance, attendant 

ittendant 

balance 

[balanced, balancing] 

defendant 

defendant [defending] 

descendant 

descendant (or dcscendent) 

expectance, expectancy 

expectant 

extravagance 

extravagant 

incessancy 

incessant 

intolerance 

intolerant 

perseverance 

perseserant 

preponderance 

preponderant 

reluctance 

reluctant 

repentance 

repentant 

resemblance 

[resembling] 

resistance 

resistant 

significance 

significant 

tenant, tenancy 

tenant 

tolerance 

tolerant 

vigilance 

vigilant 

warrant 

[warranting] 

-ENCE, -LNT 


Noun 

Adftc tivt 

antecedence, antecedent 

antecedent 

competence 

competent 
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and 


confidence 

confident 

consistency 

consistent 

dependence (-ance) 

dependent (also dependant) 

eminence 

eminent 

existence 

existent 

independence 

independent 

innocence 

innocent 

insistence 

insistent 

obedience 

obedient 

persistence 

persistent 

presence 

present 

prevalence 

prevalent 

})rominence 

prominent 

re\erence 

reverent 

tuibulence 

turbulent 


A group of similar nouns end in -cnse 

defense dispense expense offense pretense suspense 

and 1. Use of ‘and.’ And is the most used connective, joining two 
dements of equal value In its typical use, the elements are of equal 
i^iammatical rank: 

\djectives: a ptn\ and whtu apron, a blue, gicen, and white flag 

Adverbs He drove jast and a little catehsdy 

Nouns trees and shtuhs, tucs, s/nitbs, and plants 

Verbs I found the book and opened it at the exact place 

Phrases in one ear and out the othet 

bulx)rdinate clauses Whdt the hoys wete swimming and \while^ the 
older folios weie iesttn\^, I was reading 

C(X)rdinate clauses The fust itineration mahjLS the money and the second 
spends it 

In careless writing, elements of unequal grammaucal value are 
sometimes connected by an unnecessary and' 

Mam verbs and participles Three or four men sat on the edge of the 
lake with their backs to the road, [and] apparently watching the ducks 

Mam and subordinate clauses which § 4) A conUact has been let to 
install new copper wor\ on the Post Office [and] which will require 4500 
pounds of lead coated cop pa 

2. Overuse of ‘and.’ And is often used in amateur writing where 
no connective is needed or where some other connective would be 
more accurate: 

All the passages msidc the muskrats* house tended to head upward and 
we pushed the traps far enough in to reach dry ground (Since all the 
passages . . , we pushed ) 

At prep school we had certain hours for study and during that time [dur- 
ing which lime] the dormitories were quiet 
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and etc. 


The freshmen have a number of required courses and [but] the upper- 
classmen almost none. 

3. At beginning of sentence. In current writing, especially in- 
formal writing with rather short sentences, and often stands at the 
beginning of sentences* 

You cannot permit investment bankers to manage trusts without permit- 
ting all of them to do it And you cannot open it to the good ones without 
opening it to all And in practice, the least trustworthy will be the first to 
rush in to employ this facile instrument of money control — John T Flynn, 
Sertbner^s Magazine^ July 1937 

If this usage becomes conspicuous, some of the and's should be 
dropped or two sentences put together as a compound sentence 

4. Omission of ‘and.’ In some compact writing and is omitted 
between series of items Judiciously used, this omission makes for 
economy, but used very frequently it is a mark of a “telegraphic” 
style, which is usually inappropriate for general writing Three 
and'^s would be possible in this sentence: 

An expert at making points of dogma crystal clear, Father LaBuffe had a 
blackboard handy, [and] covered it with white, red, green, [and] yellow 
chalk marks demonstrating the meaning of the Trinity, Original Sin, Trans- 
substantiation, [and] Incarnation — Time, Sept 27, 1937 

(These Index articles involve and •Compound predicate, *Compound sentences, 
•Compound subject, *Conjunctive adverbs, •Coordinating conjunctions, *bctwetn nou 
and me, *which {and which), •Senes ) 

and etc. is a careless redundancy, since etc, {et cetera) already con- 
tains and (in the Latin et) See *etc., et cetera 

and/or is primarily a business and legal locution It is useful when 
three alternatives exist {both cir/:umstances mentioned or etthef one 
of the two) . jrutt and/ or vegetables means “fruit” or “vegetables” 
or “fruit and vegetables.” 

The use of and/or in general writing is objected to by many 
people because of its business connotation, but it is increasingly 
seen. 

There is something in the power of “great” personalities, but to found a 
theory of history on it is to deny the demonstrated existence of surrounding 
circumstances which condition and/or determine the conduct of leaders, 
heroes, and dictators — C A Beard, The Dtscusston of Human Affairs, p 107 

and which Sec *which § 4. 

angle Angle is often ^deadwood and suggests a colloquial or busi- 
ness phrase that is out of place in general writing: 
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anyy and compounds with any 

In a preparatory school the masters go at the matter from a different 
angle [that is, differently \ and make the same kind of literature more en- 
joyable 

Anglicizing The process of making foreign words into English 
words. Sec ^Foreign words m English 

Antecedent An antecedent is the word or statement to which a 
pronoun or pronominal adjective refers It may stand before or 
after the pronoun* 

We did not hear their call again and when we found the Thompsons they 
were almost exhausted (The Thompsons is the antecedent of the pronom- 
inal adjective their and the pronoun they ) 

(For rclauons between antecedents and their pronouns see ^Reference of pronouns ) 

antenna In zoology the Latin plural antennae is usually kept, but 
this is too foreign a form for most of us in talking about radios, so 
that the customary plural form of the radio antenna is antennas. 

anti-, anti The prefix anti-y meaning “against” in its various senses, 
IS hyphened only before root words beginning with / and before 
pioper nouns 

anticlimax antifreeze antimonarchic antisocial 

aiiti-impenalistic anti-intellectual anti-British anti-Semitic 

Antt- IS pronounced an'ti or often, more emphatically, an'ti 

Anti IS a colloquial and informal noun, meaning “a person op- 
posed to something”, plural antts 

The supporters of the plan spoke ahlid boos troni the antis 

Anticipatory subject See *there is, there are, *it 2 

Anticlimax Arrangement of a series in order of descending im- 
portance of the elements It may be intentional, as a form of humor 
(as in Pope’s “Men, monkeys, lap-dogs, parrots, perish all”), or un- 
intentional because of a lapse of judgment that should be corrected. 
(See the discussion of climax and anticlimax m ch 10, "Position,” p 294 ) 

Antonym An antonym is a word that means the opposite of an- 
other word* Ao/, stingy y bonng are antonyms of cold^ generous^ 
entertaining. Most books of synonyms also give antonyms, as do 
the synonym entries in dictionaries. 

any, and compounds with any L Any is u^ed primarily as an ad- 
jective {any member of the family; Any dog is a good dog), but also 
as a pronoun {Any will do). 
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Aphorism 


In comparisons of things of the same class, *idiom calls for any 
other “This book is better than any other on the subject”, but “I 
think a movie is more entertaining than any book” (not the same 
class of things). 

2. Compounds with ‘any’: Anybody ^ anyhow^ anything^ and any- 
where are always written as single words Any rate is always two 
words: “At any rate ” Anyone is written as one word when the stress 
is on the any^ and as two when the stress is on the one. 

Anyone (cn'iwun) would know that 

I’d like any ont (cn'i wun') of them 

Anyway is one word when the any is stressed (I can’t do it anyuun 
[cn^wa]) and two when the stress is about equal (^Any was 
[en^ wa'] I try, it comes out wrong) 

3. Pronouns referring to ‘anybody,’ ‘anyone.’ Anybody and an\- 
one arc singular and take singular verbs (Anybody [Anyone] feels 
bad at times) They are referred to by one or more often by ht, 
hiSy httn (Anybody knows what he deserves) 

Informally anyone and anybody often are treated as collcctncs 
and are referred to by a plural pronoun 

. . and a top that goes up and down without anybody losing ibcir 
temper — Thornton Wilder (letter), Theatu Arts, Nov 1940 
(Compare *evcr> and its compounds, I nts, p 50 ) 

4. Colloquial forms. Any place is colloquial tor anywhere (He 
wasn’t any place I looked) Anyways is colloquial for the gentialK 
used anyway, and anywheres vulgatc for anxtehete 

Aphorism See ^Epigrams 

Apostrophe (’) Correction: Insert an apostrophe where it belongs 
in the word marked; or take out a wrongly used apostrophe. 

1. In genitives. The most common use of the apostrophe is in 
spelling the ^genitive (possessive) case of nouns and of the indefinite 
pronouns (anyone, nobody, someone — See ^Pronouns § 8) : 

Dorothy’s first picture 

The companies’ original charters 

Everybody’s business is nobody’s business 

It should be kept in singular genitives of time even though they 
carry no idea of possession a day’s hike, this month’s quota. 

It IS frequently omitted from plurals that can be regarded as 
nouns used as adjectives, teachers college, a girls school. 

(See *Gcnitivc case for discussion of speciil eximples of possessive form ) 
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Apposition^ Appositives 


2. In contractions. The apostrophe is also used to show the omis- 
sion of one or more letters in contractions canty /Vw, /’//, tt^s \tt 
(See ^Contractions.) 

3. In plurals. An apostrophe is used in plurals of figures, letters 
of the alphabet, and words being discussed as words 

three e’s the 1920’s The first of the two that'% 

There is a growing tendency to omit this apostrophe 

The legendary Miss Millay, the feminine Byron of the 1920s — Louis 

Untfrmeyer, Modem Amtncati Poetry ^ p 485 

4. In representing colloquial speech, an apostrophe is used to 
show that certain sounds represented in the usual spelling were not 
spoken ‘ 

f hx)d mornin’ He w is goin’ to sec ftr himself 

‘ An* one o’ them is the new schoolmaster,” he shouted 

Hus is a legitimate use, but too many apostrophes make a spotted 
page and confuse the reader It is better to suggest occasional col- 
loquial pronunciations than to try to represent them conscientiously 
[Svh •Convers'ition ) 

5. Personal pronouns. Apostrophes are not used in the genitive 
of the personal pronouns (htSy hersy otnSy thetrSy yours) or to apolo- 
i;i/e for a commonly used simplified spelling form {althOy not 
altho\ thru rather than thro"), 

appearing Inflated (or unnecessarily formal) foi looking 

a comfortable looking | belter than appcmtng^ street 
1 fine looking [belter than appearing^ house 

appendix The English plural appendixes has overtaken the Latin 
appendices and is the better form excej^t m quite formal usage 

Apposition, Appositives Apposition is a mctluid of modifying a 
noun or other expression by placing immediately after it an equiva- 
lent expression that repeats its meaning 

Alexander [appositive ] the Gteat 

The word [appositive ] apposition means ‘‘putting beside ” 

Appositives are either close (restrictive) and not set off by com- 
mas, or loose (nonrcstnctive) and usually set off bv commas 

(See ^Restrictive and nonrcstnctive ) 

Close Washington the C apital is a symbol of democracy and Amenca. 
Washington the city is a symbol of almost everything that sincere and 
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Appropriateness 

thoughtful men know is wrong with democracy and America — Alden 
Stevens, “Washington Blight on Democracy,” Harper's Magazine, Dec 1941 

Loose Literary critics have repeatedly called attention to the pathetic 
fallacy, the reading of emotion tn emotionless things, the angry thunder, 


the benign sunshine — Irwin £DMA^ 

Close {restrictive, 
limiting 
Coach Bradley 

My aunts Mary and Agnes (He 
had more aunts ) 

Fletcher the grocer 
William the Conqueror 


The fact that he had been over 
the road before gave him an ad- 
vantage. 

An appositive pronoun agrees 
case. 


r, Four Ways of Philosophy, p 29 

Loose {nonrestnctive, 
descriptive) 

Our coach, Bradley, 

My aunts, Mary and Agnes, . . . 
(He had only two ) 

Fletcher, our grocer, . . . 
William I, conqueror of Eng- 
land, 

Wisdom, the property of few, . . 
This fact, that he had been ovei 
the road before, gave him an ad- 
vantage 

th Its headword in number and 


He called the two of us, fohn and me [object] 

The two of us, fohn and 1 [subject], were going together. 

(Reference Curme, Syntax^ pp 88-92 ) 

Appropriateness The doctrine of this book is that Good English 
IS based on appropriateness in the language to the subject and sit- 
uation, to the reader or listener, and to the writer or speaker. For 
discussion, see Chapter 3, 3-5, pages 76-86. 

apt See ^likely 

Arabic numerals Our ordinary numbers, 1, 2, 647. See ^Numbers 

Archaic Words and constructions formerly common in the lan- 
guage but now going outy of use {methinkj, goodly, aye, thou) 
See Chapter 2, “Archaic English,” page 56 

Areas of usage See Chapter 2, “Variations due to use,” page 37 


arise Situations may arise, but not people, except in poetry. See 
*rise. Compare *wake. 

around See Ground — ^around. 


Articles See *a, an; *the. 

as As IS one of the most versatile words in English and one of the 
most frequently used. Some of its more common uses at present are: 
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_as 

1. Adverb: 

Of degree I came as soon as I could 

Introducing appositives There were several kinds of shellfish, as scallops, 
oysters, crabs, lobsters (This use is informal ) 

2* Pronoun: In formal English usually with same or such as 
antecedent * “It was such a day as one rarely sees ” 

It also, as a common vulgate relative pronoun, takes the place of 
who and that “Everyone as has his ticket can go in ” 

3. Preposition: “in the position of,’* “in the role of” 

She had a job as stenographer He was in the cast as Mcrcutio 

In the colloquial construction “I don’t like him as well as her^ 
(meaning “I don’t like him well as I like her') as her may be 
construed as a prepositional phrase “Who would want to go with 
such a poor skater as me^” (Formal usage would often have “. . . 
with such a poor skater as I [am] ”) 

There is a growing tendency to use as instead of like as a prepo- 
sition (see *like) 

Some writers, as Faulkner, take their material from a particular region 

4. Conjunction: As occurs most commonly as a conjunction, 
introducing several kinds of clauses 

Degree or manner as tar a^ I could 
Time=while As I was coming in he was going out 
Cause As it was getting dark, we made for home 

Such a handy word is ot course much used m speech, which often 
prefers ^counter words to more ^xact ones But the very variety 
of possible uses makes as a problem in written English It is nec- 
essary in comparisons (We went as far as he did) and for attendant 
circumstance {As we walked along he told us stories) though while 
IS preferable if the emphasis is on the time or the action {While we 
were walking along he told us stories). 

As is weak in the sense ot because Usually since or because 
would be better in writing and certainly better in formal English 

Colloquial As it was almost lime to go, we were getting more and more 
exasperated 

More exact and emphatic ^tnee it was almost ume to go, we were getang 
more and more exasperated 

Because it was almost time to go, we were getting more and more exas- 
perated 

(References Curmc, Syntax^ pp 269-71, Parts of Speech, pp 78-82, and index 
references in both books Kennedy, p 541 ) 
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as 


as 


as • » • as L In double comparisons we sometimes fail to complete 
the first construction with a second as 

He IS fully as tall if not taller than his older brother 
This reads more accurately if completed 

He IS fully as tall as, if not taller than, his older brother 

But Since the interrupted sentence movement is undesirable in 
informal English, it is usually better to complete the first compari- 
son and then add the second 

He IS fully as tall as his older brother, if not taller 

2. In negative comparisons formal English sometimes prefers 
not so . as 

The winters are not so long or so cold they used to be 

The winters are neither so cold noi so long as they used to he 

Informal English does not as a rule make this distinction 

The winters are not as long or as cold a^ they used to be 

Which idiom is to be used depends on the formality of the context 

as if (as though) In formal English the subjunctive is used after 
as if or as though 

He acted as tf \^as though^ he wete losing his temper 
In informal English the subjunctive would not usually l)e used 

He acted as tf [as though^ he was losing his temper 
(See ^Subjunctives ) 

as or like For the conflict between as and lil{e (I can’t swim as I 
used to — I can’t swim Itkf I used to), see *hke — as 

asset Currently a ^counter word, overused for advantage, aid, 
benefit, property, and so on. 

Association paragraphs See Chapter 8, page 219. 

Assonance Rhyme is the correspondence in two syllables of the 
vowel sounds and the consonants (if any) following them {leaf — 
sheaf, la}{e — wal{e) ; assonance is the like sound of vowels in sylla- 
bles having different consonants {brave — vain, lone — show) Asso- 
nance IS a common and effective sound clement in verse and is also 
common in prose, especially in an emotional or ^heightened style. 
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Author cardy Authorities 

“that ideal country, of green, deep lanes and high green banks” — O sbert 
S iiwtLL, TrtOy p 89 

Asterisk (*) Except m reference works, the asterisk or star is not 
used so much now as formerly, because it is a conspicuous mark 
and attracts more attention than is necessary 

1. In works which have very few footnotes, an asterisk may be 
used as a reference mark, placed after the statement calling for the 
note and again at the beginning of the footnote 

2. Asterisks are sometimes used to indicate a lather long omis- 
sion in a quotation, as of a stanza or more from a poem, or a para- 
graph or more from prose, though now spaced periods are more in 
tavor (See ^Ellipsis ) 

3. In fiction a group ot asterisks has been used to suggest that 
jction IS not given or to indicate passage of time between move- 
ments of a story, but here again a line of spaced periods or extra 
space between the movements is more common (See ^Ellipsis.) 

4. In this book, where frequent cross references are helpful, the 
isterisk is used to refer to Index articles 

as to As to is often a clumsy substitute for a single preposition, 
usually of or about 

F^racncc proves the best teacher as to f/w, for, of] the use ot organ stops 

If the question contains woids as to the exact meaning of which [of whose 
exact meaning] you are uncertain, by all means get out >our dictionary 

athlete, athletic, athletics Watch your spelling of these, and help 
vour spelling by pronouncing them in clear cut syllables ath'lete, 
ith let 1C, ath let'ics 

W hen athletics refers to sports and games it usually takes a plural 
veib and pronoun* 

Our athletics include ftxitball, basketball, and baseball 

When athletics refers to skill or activity it usually takes a singular 
verb and pronoun 

Athletics ts recommended for every student 

Attributive An adjective that stands next to its noun is attributive 
(a blue shirt, a shirt, blue and clean) y as contrasted with a predi- 
cate adjective that is related to its noun by a ^linking verb (The 
shirt is blue), A noun modifying another noun {hoise race, foot- 
ball field) IS used attnbutwely. 

Author card, Authorities Sec Chapter 13, “Sources of reference,” 
and “The working bibliography,” pages 369, 377. 


445 




•utobiography 

autobiography Sec ’^biography. 

Auxiliary verb A verb used with another verb to form a phrasal 
tense, voice, or mood is called an auxtltary verb 

I am going He wtll go They we^e lost He should watch out 

Be, do, have are the commonest auxiliaries, can, may, shall, wtll, 
must, ought, should, would, might are frequently used as auxiliaries, 
get, let, need, and used sometimes function as auxiliaries See 
Index entries on these verbs, the general article *Verbs, and Chapter 
4, “Shall — will and other auxiliary verbs,” page 101. 

awful In formal English awful means “inspiring with awe ” In 
familiar and colloquial English it is a general utility word of disap- 
proval — “ugly, shocking, ludicrous” {awful manners, an awful run 
in my stocking). As a result of this contamination the word is 
seldom used in careful writing; awe^inspuing has taken its place 
Awfully is an example of ^schoolgirl style 

[^awhile, a while Awhile is an adverb (They talked awhile) Strictlv, 
a prepositional phrase, in which while is a noun, should be in three 
words {for a while, in a while), but awhile is sometimes found 

Awkward Correction: Rewrite the passage marked. 

A rather general word of disapproval conveniently used m coi- 
recting themes. It may refer to clumsy phrases, unnatural word 
order, unnecessary repetition of a word or phrase, or other phrasing 
that attracts unpleasant attention or handicaps a reader. The remedy 
is to recast the sentence. 

aye Used for yes in voting; pronounced I. 


p 

Lx The letter b is chiefly conspicuous in English for its frequent 
appearance as a *silcnt letter and therefore a possible snare in spell- 
ing and sometimes in pronunciation. Many silent b\, especially 
after m, represent V% that were pronounced in Old English but 
perhaps have not been generally sounded for hundreds of years 
climb (klim), comb (kom), dumb (dum). The b is pronounced in 
the formal or archaic clamber and in Umber, A b has rather re- 
cently been added in crumb and thumb Other silent represent 
sounds that had been in the Latin ancestor words but that were 
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Bad grammar 


dropped as the words passed through Old French, debt (from 
debttum)^ doubt (from dubttare)^ subtle (from subttlts). Some of 
these b's were inserted by Renaissance scholars because they wished 
to tie English closer to Latin Chaucer wrote det but we cannot. 

When b comes next to p the two sounds sometimes are assimi- 
lated to one cupboard (kub'afd), subpoena (sa pe'na) 

Back formations See ^Origin of words 3d. 

bad, badly Bad is an adjective of varied application 

a bad man a bad ni^ht bad weather a bad light 

a bad cold a bad accident bad news a bad taste 

In “I feel bad about it,” “She looks bad,” bad is a predicate ad- 
jective Badly also is an adjective in the predicate position I feel 
badly (See ^Linking verbs ) 

Both badly and bad are also used as adverbs, the latter more often 
colloquially 

He draws badly [colloquial bad] The starter has always worked badlv 
I bad] 

(RntRiNCF Lillian M ‘How Bid(ly) Do You FccH ’ Amettcan Speech^ 

24 161-70 ) 

Worse, worst, the comparative and superlative of bad, of course 
come from a quite different root They were earlier used in compar- 
ing evil and ill, and when bud acquired the meaning of those words, 
woi iC and worst were used tor it tpQ 

Bad grammar Bad giammai is used as a term of reproach and is 
applied to all sorts ot locutions from “1 ain’t got none” to supposed 
contusions in the use ot “shall” and “will.” Our attitude toward 
such locutions may be less severe if we recognize their sources 
Some people feel that these expressions are sms against good Eng- 
lish, that they are lapses from a standard. Generally they are ex- 
picssions from a different dialect, often from colloquial or vulgate 
speech, that occur in the midst of more formal English. The ob- 
jection to them IS not that they are sms against “grammar,” for 
most of them are perfectly conventional ways of expression in their 
appropriate dialect, but that when they appear m a different set- 
ting, they are inappropttate, and consequently to be avoided Other 
instances of inappropriate grammar are due to imperfect mastery 
of a construction usual m a given level, as m various ’•^shifted con- 
structions. See Chapter 3, Goixl English, page 69. 
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Balanced sentences 


Balanced sentences Sentences m which two parts are of cons[)icu' 
ously similar length and form. See Chapter 10, “Balanced sentences, ’ 
page 283. 

Barbarism is a term used to describe a word that is irregularly 
formed or that is not in good use, Ijke trregatdless and preventative 
See *Long variants, ^Origin of words § 3 

be 1. Forms. The English verb be has forms from three onginalK 
separate verbs (as m are^ was^ been) but we use the verb so miwh 
that the various forms give little trouble 

Present I am, you are, he is, we, you, they are 

Present subjunctive I, you, he, we, you, they be 

Past I was, you were, he was, we, you, they were 

Past subjunctive I, you, he, we, you, they were 

Infinitive be. Present participle being, Past participle been 

Some old forms survive in stock phrases (“the powers that be' ) 
and in the vulgate, as in “You ain’t [sometimes be^nt] going, he 
you?” The vulgate also continues to use was in the plural 
the Adamses there J^”), which would have been good informal iis.igc 
two hundred years ago This levels the past tense to one form {n'a^), 
like the past of other English verbs 

2. As a linking verb: Be is the most common ^linking verb, 
linking, without adding specifically a meaning of its own, a subject 
and a predicate nominative or adjective 

Jerome was the secretary (Predicitc nominttnc) 

She IS sick (Predicate adjective) 

With the finite parts of be the predicate noun or pronoun is m 
the nominative case in written English 

It was he (Colloquial It was him ) 

"'Ifs r IS formal for colloquial and familiar “/rV me'' (Sec 
♦It’s me.) 

When the infiniuve has a subject and complement, both are in 
the objective form: 

I wanted him to be me. 

When the infinitive has no subject, formal usage has a nomina- 
tive as the complement (I wanted to be he) but informal usage 
would more often have an accusative (I wanted to be him), 

3. As auxiliary verb. Forms of be are used with the present 
participles of other verbs to form the progressive tense form. 
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because 


I am asking he was asking you will be asking 

Forms of be with past participles form the passive voice: 

1 am asked you will be asked he was asked 

In colloquial English, a form of be is often used in two different 
tunctions, as linking verb and as auxiliary 

Colloquial They were ready and getting into the car 

In formal English the form of be would be repeated- 

normal They were [linking verb] ready and were [auxiliary] getting 
mo the car 

4. As verb of complete predication. Be is a verb of complete 
predication when indicating states or positions: 

1 It was at home anywhere The fire was just across the streeL 

In the sense of ‘‘exist/’ “live” (Hamlet’s “To be, or not to be,” 
‘(>an such things be^”) be is now rather rare but can be used 
sometimes with strong effect 

You have heard nothing of your wife and your children They do not 
know if you are dead or alive or blinded You do not know where they are, 
or if they are — DoRoiin Parki-r, 1 he New Yorl^et^ Feb 5, 1938 

(Sir *Subjunctivcs, *Suh|tct ind verb, *It’s me) 

beau Plural heau<^ or formally, beaux, pronounced boz. 

because introduces a subordinate clause giving the reason for the 
independent statement* 

liecause we were getting hungry, we began to look for a convenient 
lestaurant. 

^ince and as can be used in such clauses, but they are less definite, 
more casual, and more characteristic of easy speech than of writing* 

In a small rural school these young children have to stay for the rest of the 
d ly’s session, because [more definite than as or stnee^ there is no one to 
take them home. 

for, which also introduces reasons, is a more formal word, rather 
rare in conversation and informal writing. It also often has the 
sense of giving evidence tor the statement, for the writer’s knowl- 
edge ot the fact stated, rather than for its cause 

Informal I know he is reliable, because I have traded with him for years. 
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become 


More formal I know he is reliable, for I have traded with him for 
years (“He is reliable because [or /or] I have traded with him for years” 
would not be exact ) 

(See *rcason is because, *for, *as ) 

become See ^Linking verbs. 

been Pronounced bin; rarely ben in the United States but more 
commonly in England. 

Beginning paragraphs Correction: Revise the opening paragraph 
to make it lead more directly into your subject and if possible to 
arouse your reader’s interest. 

For discussion of qualities of beginning paragraphs and exam- 
ples, see Chapter 7, “Beginning paragraphs,” page 195 

beside— besides Beside is a preposition referring to place, “by the 
side of,” as in “beside the road,” “beside her,” and is used figura- 
tively in a few rather formal idioms like “beside the point,” “beside 
himself with rage ” {Beside is less commonly used as an adverb, 
with the meaning of besides ) 

Besides is an adverb or preposition meaning “in addition to” or 
“except”; 

We tried two other ways besides (adverb) 

Besides our own members, . . . (preposition) 

He said that his wife was a regular farm wife who helped him milk the 
cows besides raising five fine healthy children (preposition) 

It IS used as a conjunctive adverb 

He didn’t think that he ought to get into the quarrel, besides, he had 
come to enjoy himself 

between, among Among implies more than two objects: 

They distributed the provisions among the survivors. 

Between is used of only two* 

It’s somewhere between 40th and 43d streets 

They divided the prize between Kincaid and Thomas. 

But the attempt to limit between to use only with two items has 
failed. (The Oxford English Dictionary says that from the first it 
has been used of several.) So used, between tends to suggest the in- 
dividuals involved more than the situation: 

The family of seven hadn’t a pair of shoes between them. 

(Reference Poolcy, pp 135-37.) 
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Blanks 


between you and me Since the object of a preposition is gram' 
matically m the accusative case, the correct form is between you 
and me^ for you and me^ to you and me (or when the pronouns are 
objects of a verb, “He will take you and me'') 

Between you and I is frequently heard — reversing the usual col- 
loquial tendency to use me (as in *It’s me), perhaps because the 
speakers remember the prejudice against It's me and carry over the 
taboo to a different construction. 

Bible, bible Bible, referring to the Christian Scriptures, is capi- 
talized but not Italicized “You will find all that in the Bible, and 
more too.” Bible in the sense of an authoritative book or (infor- 
mally) a book much consulted or quoted, is not capitalized. “Gray’s 
Manual, the botanist’s bible, ” 

The usual form of particular references to parts of the Bible is. 

the Old Testament the New Testament (capitalized but not italicized) 
The Ten Commandments are in Exodus xx (or in Exodus 20). 

The Ten Commandments are in Exodus 20 3-17 
I Corinthians 4 6 

The adjective biblical ordinarily is not tapitahzed. 

Bibliography A bibliography is a list of books and other published 
material consulted in writing a paper (a final bibliography), or to 
be consulted in gathering material for a paper (a working bibliog- 
raphy) 

Details of form and method of both bibliographies are given in 
Chapter 13, The Reference Paper “Sources of reference,” page 3()9, 
“The working bibliography,” page 377, “The final bibliography,” 
page 396 

Big words Correction: Use a simpler, more natural word instead 
of the formal or heavy one marked. 

Modern writing uses direct and ordinary words instead of 
“bigger” ones — home rather than domicile, thinks or believe rather 
than deem, happen rather than transpire, and so on For full dis- 
cussion of big words and suggestions for avoiding them see Chap- 
ter 12, “Big words,” page 339 

biography Pronounced blog'rofi (or bi-, not be-). A biography is 
the life of a person written by someone else; an autobiography is 
the life of a person written by himself. 

Blanks for names and dates have gone out of fashion. The present 
style is all for specificness. Don’t write “In 18 — ” but, if the exact 
date isn’t to be given, “About sixty years ago.” 
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Blend 


Similarly, “Mr. ” or “Mr X” or “A man whom I shall call 

Mr. Wheeler, though that is not his name” would be avoided 
Real names arc used wherever possible, or if they cannot be used, 
the avoidance is made as inconspicuous as possible by “A man,” 
“Someone,” or some such expression. 

Blend A word made by fusing two words, often with a syllable in 
common paratroops y cinemactress y imagineertngy smogy motel y beau^ 
tility, snoopervtse (See ^Origin of words § 3b ) 

Until a blend has made its way in the language, as electrocute 
(from electric and execute) has, it is usually more appropriate to 
informal than formal writing 

y blond, blonde As a noun, blond is used of a man, blonde of a 
woman * 

He IS a blond. She is a blonde a peroxide blonde (or blond) 

In Its adjective use, the -e is gradually disappearing and m in- 
formal writing, at least, blond can always be written Some write 
blonde when it refers specifically to a woman (a blonde Helen) 
and blond elsewhere, including blond hair 

Brunety brunette are in the same situation masculine noun brunety 
feminine noun brunettey with perhaps a tendency to use brunette as 
the adjective (to help represent the accent on the second syllable) 

Boners Confusion of two similar words, mistaken constructions, 
combinations of ideas that don’t belong together have always Ix^en 
a source of fun for everyone except the persons who made them 
Volumes of these boners have been gathered and several periodicals 
run specimens that they find in other publications Here are a few 
that have cropped up in themes 

My papers have a decided tendency toward longevity 

He is descended from one of the most virulent [really poisonous? or 
merely virile?^ families in the USA 

Jean is no plastic saint 

For the lowly freshmen are moved by sediment rather than by intellect 
in their voting 

The arduous loves of movie stars are not always convincing 

Many times I started for the library to do some research on Gestalt’s 
psychology. 

[Of the cross country team, running on back roads*] Not even tlie sharp 
stones can dampen their spirits 

Keep your eye out for boners in manuscript and in print and get 
what fun you can from them — but most of all scan your own writ- 
ing to catch them before they come to anybody else’s attention. 
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both 


book refers especially to the contents, volume to the physical ap- 
pearance A book^ may be in two or more volumes 

book These compounds with boo\ are spelled as one word; 


bookbinder 

bookbindery 

bookcase 

bookkeeper 

As two words* 


bookmaker 

bookmark 

bookplate 

bookseller 


bookshop (book shop) 
bookstack 
bookstore 
bookworm 


book club book end l>ook learning book review 

born, borne 1. The past participle of bear m most of its senses 
is borne 

They had borne this poverty without complaining 

The ^hlp was botne along by a fast breeze 

The ship, borne along by the breeze, was s(^)n out of sight 

Bear m most of these senses is somewhat formal; carry or endwe 
would he more common. 

In the sense of “give birth to,” the past participle of bear is 
spelled borne except in the (verv common) passive when not fol- 
lowed by by 

She had borne five children 
Of the tour children borne by his first wife 
He was botn in 1891 A born liar 
The children, born in Chicago 

2. In autobiographical papers, writers often become self-conseioiis 
or humorous in giving the facts of their birth; “I saw the light of 
day first on June 28, 1934”; “No planets blazed on the night ot June 
28, 1934, when a squally infant appeared in the home of Mr and 
Mrs None of these is any improvement over the simple and 

natural statement “I was born June 28, 1934” 

Borrowed words See ^Foreign words in English; ^Origin of 
words < 5 . 2 

both Both IS a favorite way of emphasizing two-ness: 

The twins were both there. They arc both alike Both Harry and his 
brother went 

Strictly speaking, all these both\ are redundant but they give legit- 
imate emphasis A sentence like “The both women got along well 
enough together” is a localism for “The two women got along well 
enough together ” 
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both , . , and 

both . . . and See ^Correlative conjunctions. 

Brace { } is the mark used to group two or more lines of writing 
Its use IS chiefly in technical writing, especially in tables and for- 
mulas. Examples of braces will be found in ^English language and 
the Levels of Usage table on page 40. 

Brackets [ ] Brackets are rarely used in general writing and are 
not in the standard typewriter keyboard, but in much academic 
and professional writing they have specific and convenient uses 

Brackets are primarily editorial marks, used to show where some 
explanation or comment has been added to the text, especially to 
quoted matter 

The preposition due to is not more incorrect than the preposition owing to, 
which IS approved by the same dictionary [the Concise Oxford Dtcttonary~\, 
but It IS not yet so thoroughly established in the language — G O Curme, 
Syntax^ p 561 

and by the Accounts thereof, made up by Mr Peirce, Master of the said 
ship, and [/or/j] Agent for Mr Craddocke, one of the Owners, being al 
[/or«] by Mr Peters ’ — S E }AoK\soii, The Founding of Harvard College 

If the torn word had been filled in by the editor, the conjectured 
letters would be in brackets being al[ lowed] by Mr Peters 

In quoting material, stc in brackets is sometimes used to indicate 
that an error was in the original “New Haven, Conneticut | sic ] 
. . or a correction may be inserted in brackets “When he was 
thirty-eight [Actually he was forty-three] he published his first 
novel ” 

Brackets are used, though now rarely, as parentheses within 
parentheses They are likely to be found particularly in legal docu- 
ments or in footnotes to theses, etc 

In this Index, brackets are used in examples of faulty writing 
to inclose words that might better be left out, or to suggest an im- 
proved expression 

Throughout [the course of] the year I read such books as Oliver Twist and 
Boots and Saddles 

The continuously moving belt makes a noise similar to [//^e] a cement 
mixer. 

Brevity See discussion of economy, Chapter 10, “Sentence economy,” 
page 284, and ’•^Wordiness. 

British usage See ^American and British usage. 

broadcast The past tense and past participle of broadcast are both 
broadcast (or broadcasted) . 
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Business EngBsK 


Broad reference A pronoun referring to a preceding idea rather 
than to a particular antecedent is said to have a broad reference. 
See ^Reference of pronouns § 1 

bunch In formal English bunch is limited to objects that grow 
together or can be fastened together (a bunch of carrots, roses, keys) 
and to expressions like “a bunch of cattle ’’ Colloquial and infor- 
mal English holds to the older usage of bunchy applying it to a 
small collection of anything — including people 

)^orst, bust The principal parts of burst are bursty bursty burst: 

One blasts almost every day Two tanks hurst yesterday One tank had 
burst 

Bust is vulgate in the sense of “smashing” or “exploding” or 
“breaking out ” It is slang in the sense of “being broke” but good 
English in ^'‘busting a bronco” or "‘'‘busting a trust ” 

It was the idea of busting the trusts and imprisoning their officers that 
roused the crowd — N A Crawford, T he Ethics of Journaltsniy p 65 

bus has plural buses or busses^ the first more common American 
usage 

Business English The writing of business English has attained a 
very high standard of mechanical form The layout, spacing, and 
mechanics of most business letters and reports are excellent, reflecting 
the skill of professional typists; and the skill of layout men and 
printers is available for printed matter. 

But the usage and style of these business communications vary 
considerably Most firms at presenf pay a good deal of attention 
to the style of their written and printed matter The old cliches — 
in re, the above ^ Yrs of 23d inst, reed and contents noted^ and 
oblige — have practically disappeared Naturally all degrees of for- 
mality and informality are found The prime virtues of good busi- 
ness writing are directness and adaptation to reader. Adapting the 
style to the reader is especially difficult in writing advertising and 
business letters, since usually the writer is not acc^uainted with his 
reader and in spite of elaborate market analyses may not visualize 
him right If the letter is sent broadcast, there is the difficulty of 
making it seem personal when it really cannot be personal. But for 
most purposes “business English” is merely good English applied to 
the specific needs of industry and trade. The only necessary differ- 
ence from general English is in the vocabulary, the words needed 
for business situations. 
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Business letters 

At present a good deal of business writing is informal — not only 
in the attempts to get the back-slapping approach on paper, but 
also in Its naturalness, or even colloquialness Like our realistic 
novelists, business people have adopted a simple style and have 
handled English with the freedom a living language deserves. 
They have pioneered in the much needed shortening of our spell- 
ing Business writers have used all the native resources of the lan- 
guage in making new names and in brightening style — outright coin- 
ages like kpdak^^ vaseline^ fabrtl{otdy blends like servicento , umsteel, 
Sunoco^ compounds and respellings like cutex^ denticunng (preven- 
tive dentistry), tudor (cars), lubntory Though many such words 
are ludicrous or overcute or in poor taste, some are expressive and 
are normal language developments. They are much better than at- 
tempts at false dignity {client for customer, favor for letter, the 
business world for business, cheque for ^checlO and the exaggera- 
tion of a good deal of advertising — seen most clearly in movie ads. 

The question of fitness arises when certain words with obvious 
business connotation are used in other contexts Some are fre- 
quently borrowed and are useful deal, asset, feature, hanl{ on, and 
tal{e stoc\ in are common colloquial usage But many people, who 
perhaps do not like to be reminded that they live in a society 
primarily commercial, are offended by advise, Wangle, *and/or, 
^contact, ^realtor, receptionist, selling point Such words may be out 
of place in formal writing and in discussions of ideal rather than 
practical affairs, but in informal writing business locutions are often 
useful. H. S. Canby used ordinary business terms to point up a 
comment on current literature. 

No, public taste, ease of publication, variety of interest, even editorial 
capability, have all risen with the iptellectual development of the country, 
only the professional writers, as a class, have not progressed They hav6 
become astonishingly clever, as clever as the mechanism of a Ford, but as a 
class they have not moved ten feet towards literature They have standard- 
ized their product without improving the model — Satin day Papets, p 56 
(See ^Letters, *Reports, ch 12, “Euphemisms,” p 337, ch 2, “Shoptalk,” p 45 ) 

Business letters See ^Letters. 

business world Inflated for business or businessmem I expect to 
enter the business world [I expect to go into business | 

but 

1. Connects equals. 2. Connects statements in opposition. 

3. ‘But’ with ‘however.’ 4. At beginnings of sentences. 5. Punc- 
tuation. 6. Minor uses of ‘but.’ 
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but 


But IS the natural coordinating conjunction to connect two con- 
trasted statements of equal grammatical rank. It is more natural 
than the heavy and formal ^however or but more emphatic 
than ^although. 

L Connects equals. The locutions connected by but should be 
of equal grammatical weight: 

Adjectives, not blue but green 

Adverbs He worked last but accurately 

Phrases He didn’t come in the forenoon but in the early evening 

Clauses We just rested the first day, but the second we got down to real 
work 

Sentences Pnigma of the semitropies, the Rio Grande defied the best 
engineering minds of two countries for a century But $10,000,000 in Hood 
control work has harnessed the treacherous stream 

(Si i 'wlndi ^ -I f(ji comments on but which ) 

2. Connects statements in opposition. The statements connected 
by but should be actually in opposition; contrast the first example 
with the second and third 

He knows v igucly that the nuion is not much good any more, he has 
read that the ci ust of the earth is shrinking alarmingly and that the universe 
IS growing steadily colder, but he does not believe that any of the three is in 
half as bad sh ipe as he is — J xmfs Thurbtr \/v Lije and Hard TtweSy 
Preface 

I le supported t wnfe anti three chiltlren on this pittance and [not but] 
ht seemed very pioud that he wasn’t on relief 

Our \iew was limited to about twenty yards down Tuckerman Rivine, 
[not but] beyond that evervthing was in clouds 

3. ‘But’ with ‘however.’ But shpvild be used efficiently, carrying 
Its real meaning It should not be doubled by a however which can 
add nothing 

1 he students wanted to extend the Christmas vacation a day beyond 
New Year’s, but [howeuo not needed] the Administration couldn't see their 
j)oint of Mew 

A ’^double negative with but is found in colloquial usage 

bormal There are but three eggs left 

Informal There are only three eggs left 

Colloquial There aren’t but three eggs left. 

4. At beginnings of sentences. But^ like *andy often stands at the 
l>eginnmg of sentences, especially if the sentences are short. 

5. Punctuation. Two clauses connected by but should ordinarily 
be separated by a comma The contrast in idea suggests the use of 
punctuation even when the clauses are relatively short. 
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but that-but what 


I couldn’t get the whole license number, but it began with A30 

But is part of the clause in which it stands and should not be 
separated from it by a comma. A parenthetical phrase following 
the but may of course be set off by commas . 

His speech was supposed to be extemporaneous, but he had really been 
practicing it for a week 

His speech was supposed to be extemporaneous, but, to be quite truthful, 
we must add that he had practiced it for a week 

6. Minor uses of ‘but.’ (a) As subordinating conjunction, after 
no doubts in questions with l^nowy and m a few other constructions 

There is no doubt but [or but that, or more formally, that] he had tried 
his best 

Who knows but everything will come out right? 

Nothing would do but I must spend the night with them 

b) As A PREPOSITION, equivalent to except 

We didn’t get anything but a couple of shad 
No one could have done it but me 

c) As A RATHER FORMAL ADVERB, equivalent to Only • 

If he but stops to think, he can bring together these reactions to form an 
image of himself 

(References Fowler, article “but”, Kennedy, p 539, Curme, Pans of index 

references ) 

but that— but what But that is the usual conjunction in written 
English 

He didn’t know but that [colloquial but what] the othei cai could still 
turn out 

Formal I do not doubt that he will come 
Informal I don’t doubt but that he will come 
Colloquial I don’t doubt but what he’ll come 


c 

In Old English c represented two sounds Usually it was 
\ — cruma, “crumb,” cempa, “warrior,” cyning, “king”, but before 
^ or / it often represented ch {ceosan^ ctepan, cild). This second 
sound is spelled ch m Modern English, choose, cheap, child. It was 
the Norman Conquest that really complicated c, for it brought in 
many French words in which c was sounded s Today c is an un- 
necessary letter, doing work that could more certainly be done by 
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can— may (could— might) 


^ and s. Many words spelled with c must be respelled with or ^ 
to show pronunciation* sit'i (ctty)^ sel {cell)y fors (force) y kold 
(cold)y kum (come)y ark (arc) 

Before e, i, or y, c is regularly pronounced s: centy civtly cyme, 
before Uy o, Uy and any consonant but hy c is regularly \ canty coffecy 
cutCy fact Marked with a cedilla, as in fagadcy c has the s sound 
before ay o, or u, 

C may represent sh, ocean (o'shan); conscience (kon'shans); 
special (spesh'al). 

C IS silent in czary indicty muscley and a few other words 

Before e or /, cc spells }{s accident, Occident, success, vaccine, 
otherwise it is \ acclaim, accommodate 
(See •ch ) 

-cal^ -cial Words ending in <al (critical, historical, musical, political) 
are sometimes confused by careless writers with those ending in 
-cial (artificial, beneficial, judicial). (See ly ) 

calculate, guess, reckon Calculate (cut in vulgate to kalk'lat or 
even to kaKat), guess, reckon are localisms tor the think, suppose, 
expect of good English (Which is the word in your region?) 

can— may (could— might) 1. In general Enghsh. In general usage 
may occurs rather rarely except m the sense of possibility 

It may be all right for her, but not for me 

Can is generally used for both permission and ability 

C.an I go nowf* You can if you want to 

I tan do 80 miles an hour with mine - 

This IS in such general usage that it should be regarded as good 
English in speaking and in writing 

Cant almost universally takes the place ot the awkward maynt 

Can’t I go now? We can’t have lights after twelve o’clock 

2. In formal English. In formal English some distinction is made 
between the auxiliary can when it has the meaning of ability, 
“being able to,” and may, with the meaning of permission 

You may go now He can walk with crutches You may if you can 
The distinction makes possible the classic dialog at many tables* 

“Can I have some more meat and potato?” 

“You may [with a withering accent] have some more meat and potato ” 
May also indicates possibility: He may have the right one. 
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3. Might and could. Mighty originally the past o£ may, and 
could y the past of cariy are now used chiefly to convey a shade of 
doubt, or a smaller degree of possibility. 

It might be all right for her, but it isn’t for me 

It might have been all right for her, but not for me 

Adverbs are likely to be used instead of may or might in such con- 
structions, especially for the past tense 

Perhaps it was all right for her, but not for me 
Could also suggests doubt or qualified possibility: 

Perhaps I could write a poem, but I doubt it 

I could do 80 miles an hour in mine, too 

Be able to tends to replace can and could when the idea of ability 
needs emphasis 

I am able to live on my income 
(Reference Gladys D Haase, College English, 1950, 11 215-6 ) 

cannot, can not Usage is divided with cannot the more common 

can't help but There are three possible idioms 

Formal* I cannot hut feel sorry for him 

General I can*t help feeling sorry for him 

Colloquial I canU help but feel sorry for him 

The last is an established idiom, though avoided by many writers 

(Rei-prence Marckwndt ami Walcott, pp 98 9, Russell Thomas, College English, 
1948 10 38-9 ) 

Capital letters Correction: Capitalize the word marked, for one 
of the reasons shown in this article; or, if the word marked is written 
with a capital, make it a small letter. 

1. Sentences. 2. Proper names. 3. Lines of verse. 4. Titles. 

5. T,’ ‘O.’ 6. Names of relatives. 7. Deity. 8. Street, etc. 9. Ab- 
stract nouns. 10. Stylistic capitals. 

*Proof reading marks can be used for correcting themes Three 
lines under a small letter means make this a capital A slanting 
line drawn through a capital means make this a small letter. 

jarch X5 He came from j/est of Buffalo 

Certain uses of capitals, as at the beginning of sentences or for 
proper names, are conventions followed by everyone; certain others 
show divided usage or are matters of taste In general, formal Eng- 
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lish tends to use more capitals than informal English, and news- 
paper usage tends to cut them to a minimum 

This article summarizes the principal uses of capitals in current 
writing Further discussion and examples will be found in the 
articles marked by asterisks 

1. Sentence capitals. The first word of a sentence is capitalized 
In quotations, the first word of a quoted sentence or part of sen- 
tence IS capitalized, but when the quotation is broken, the second 
part is not capitalized unless it is a complete sentence: 

1 Ic said, ‘ Tht first lime I came this way .ilmost none of the roads were 
hard surfaced ” 

Ik Slid, “Pci haps” and w’cnt on 

“The first lime I came this way,” he said, ‘ almost none of the roads were 
haid surfaced ” 

“1 hat was your 1 ist chance,” she said “Don’t ever ask again *’ 

Complete sentences that stand in ^parentheses arc capitalized 
always if they stand between other sentences, but if they stand 
within sentences they usually are not 

The men were veiy stiff and self-conscious in their swallowtail coats 
(the <linncr jacket Ind not been invented), bulging shirt fronts, white kid 
gloves (which often smelled of naphtha), and the enormously high “poke” 
or “Piccadilly” coll us - I \ii-\andi-r Powi-ll, Gone Are the Day ^^ 

p ns 

A coinplclc sentence standing after a ^colon would not be capi- 
tnli/ed if It was short and closely connected to the preceding words, 
hut usually would he if it was long or il lor some reason the writer 
wanted to emphtisi/e it or keep it ^listinci 

Ch tries Sumnci warned to know his opinion on 1 uropean law journals 
what should he say-^'-H b Commac,fr, llnoilou l\ui{er^ p 109 

Possibk explanation The msthngs were struck l^v in eastern Arctic stoim 
which onlv the older birds were able to escape — I tint, Nov 7, 1938 

2. Proper names. Pioper names and alibreviations of pro{)er 
names are capitalized names of people, places, races (Indian, 
Negro, Caucasian), languages (French, Latin), days of the week, 
months, companies, *ships, institutions, fraternities, religious bodies, 
historical events (the Revolutionary War), documents (the Con- 
stitution), ^course names. 

The names of the ’^seasons {summer, fall, midwinter) are not 
capitalized except for emphasis or stylistic reasons. 

The points of the compass {north, southwest) are not capitalized 
when they indicate direction, but are usually capitalized when they 
denote a region (though this practice is now declining) : 
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His grandfather had come west in 1849 

He was much more popular m the West than in the East 

Army, Navy, and so on, are not capitalized unless they refer to 
the organized forces of a particular nation United States Army, the 
British Navy 

Proper nouns that have become common nouns {tweed, sand^ 
wtch, burnstdes, plaster of parts) are not capitalized, nor are proper 
adjectives in senses that no longer suggest their origin Parts fashtons 
(fashions originating in Pans), but parts green 

3. Lines of verse. The first letter of a line of verse is capitalized 
unless it was originally written without a capital, as in the second 
example below 

These lovely groves of fountain-trees that shake 
A burning spray against autumnal cool, 

Descend again m molten drops to make 
The rutted path a river and a pool 

Elinor Wylie, “Golden Bough” 

Ecstatic bird songs pound 
the hollow vastness of the sky 
with metallic clinkings — 
beating color up into it 
at a far edge, — 

William Carlos Williams, “Dawn” 

4. ^Titles of articles, books, etc. The usual convention is to capi- 
talize the first word, all nouns, pronouns, verbs, adjectives, and 
adverbs as well as prepositions that stand last or contain more than 
five letters 

With Malice Towaid Some • The Bool^ of a Naturalist 

you Can't Take It with You Pity Is Not Enough 

5. %’ ‘O.’ The pronoun / is capitalized (not from any sort of 
egotism, but simply because a small t in manuscript is likely to be 
lost or to become attached to other words) The exclamation *0 is 
capitalized, but not oh unless it begins a sentence or is to be espe- 
cially emphasized 

6. Names of relatives, individuals. In letters and familiar writing, 
names for members of one’s family are often capitalized as a mark 
of courtesy (Father, my Brother Wren) but not in general writing 
President referring to the President of the United States is always 
capitalized, and ordinarily titles of people in high office when refer- 
ring to an individual (the Senator) Other titles may be capitalized 
when referring to a particular person (The Colonel was there). 
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7. References to Deity. Gody JesuSy nouns such as Savtovy and 
pronouns referring directly to a sacred figure are capitalized — though 
practice is divided on the pronouns 

Webster for the first time m an English Bible rendered Jesus’s saying as 
He said it — Harry R Wari*el, 'Noah Webster^ p 411 

As we think of him [God], do we think of what he has done or what 
he can do for us^ Do we love him so much that we would keep him for 
ourselves^ — S K Yeaple, Yota Money and Your Life, p 30 

Pronouns referring to pagan deities (Zeus, Jove, Venus) arc not 
capitalized 

8. Street, river, park, etc. Usage is divided over capitalizing such 
words as streety rtver^ parJ{^y hotely church when they follow a proper 
name Typically, books and conservative magazines would use 
capitals, more informal writing, in many magazines and most news- 
papers, would not 

Formal the Mississippi River Thirty-second Street 

Informal the Mississippi river Thirty-second street 

An organization is likely to capitalize more words pertaining to 
Its functions than an outsider would, as the Government Printing 
Office capitalizes many words having to do with government 

9. Abstract nouns. Abstract nouns are likely to be capitalized, 
more often in formal writing than in informal, when they are per- 
sonified or when they refer to ideals or institutions “The State has 
nothing to do with the Church, nor the Church with the State ” 

10. Stylistic capitals. Some writers, usually in a rather formal 
ityle, use capitals as a form of emphasis, to lead the reader to stress 
certain words a little or give them more attention 

My Mission 

But when in modern books, reviews, and ilioughiful magazines I read 
about the Needs of the Age, its Complex Questions, its Dismays, Doubts, and 
Spiritual Agonies, I feel an impulse to go out and comfort it, to still its cries, 
and speak earnest words of Consolation to it — Logan Pfarsall Smith, 
Ttiviay p 34 

And a woman is only a woman, but a good Cigar is a Smoke — 
Rud\ard Kipling, “The Betrothed” 

(For more details of general practice, consult the stylebooks of periodicals and pub- 
lishers ) 

car IS a satisfactory and economical solution of the contest between 
automobtlcy autOy motor car, and other terms for “a gasoline pro- 
pelled pleasure vehicle ” 

Card catalog See Chapter 13, “The library card catalog,” page 370. 
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Cardinal numbers The numbers used in counting — oncy twOy three 
. . . sixty eight — are called cardinal numbers Ordinal numbers indi- 
cate order or succession fir sty second y third . . . sixty eighth. 

Cardinal and ordin.il numbers arc grammatically construed as 
adjectives or pronouns 

For their use and representation in writing see "^Numbers 

Carelessness Correction: Correct the obvious and apparently care- 
less mistake marked. 

Conferences with students on their themes show that well over 
half the mistakes and slips that an instructor has to mark are due 
not to ignorance but to carelessness Everyone is liable to careless 
lapses m hasty work But a course paper is not supposed to be hasty 
work; it should represent the best you are capable of Slips like ifs 
for Its (or the other way around), detract for distracty most comma 
faults and fragmentary sentences, and scores of others are due to 
lack of attention in the final stages of preparing a paper An in- 
structor can sympathize with lack of knowledge but not with lack 
of care, in fact, he should refuse to read an obviously careless paper 
One of the best investments is a careful reading of your final 
manuscript. It will make the paper more presentable (and worth 
a better grade), as well as give you the satisfaction that comes from 
seeing a job through to the best of your ability 

Caret (a) An inverted v-shaped mark put in a line of manuscript 
to show that something between the lines or in the margin should 
be inserted at that point* 

Yes, they were smart but there wasn’t any reason why they 
because 

shouldn't be.^all they did was study 

This IS a respectable way to revise papers and should be used to 
improve a paper to be handed m or to make a correction sug- 
gested by an instructor, though too freejuent use shows lack of 
care in the preliminary writing and revision 

A caret may be used by an instructor as i correction mark to 
show where something should be inserted 

In reading proof the matter to be inserted is put in the margin. 
(See ^Proofreading ) 

Ca$e One of the ways in which the relation may be shown be- 
tween a noun or pronoun and another element m a sentence is by 
case. In languages like Latin and German, whose nouns and pro- 
nouns (and adjectives too) are fully declined, the case endings of 

464 




case 


the nominative, genitive, dative, and accusative (and ablative in 
Latin) are important clues to meaning. In English, case is a much 
less useful factoi in grammar Our adjectives do not take any end- 
ings, nouns are reduced to two forms, a genitive and a common 
form that serves for all other relationships {soldier s — soldier)^ and 
the personal pronouns are reduced to three, a nominative, genitive, 
and accusative (/ — my — me) 

We express the relation of nouns and pronouns to other sentence 
elements through word order (an accusative object following its 
verb or preposition, for example) and by means of prepositions (to 
Fred instead of a dative). The few problems in case that we have 
come chiefly from the surviving accusative form of pronouns (*lt’s 
me, *who — whom) 

This Index has articles on four cases to call attention to the few 
functions in which the case lorms are significant, to note problems 
in usage that are due to case forms, and to make possible some 
comparison between English and the languages which rely more 
definitely on case to express relationship between words 

^Nominative (or subjective) — the subject of a verb, complement 
of a linking verb 

*Cjenitivc (or possessive) — indicating not only possession but 
various adjectival and adverbial relations 

^Dative — prineipall) notions of interest or location or “indirect 
objects” 

^Accusative (or objective) — the object of a verb or preposition 

Fuller accounts of the grammatical points involved will be found 
in the articles on the various functions indicated ^Subject and 
verb, ^Objects, “^Infinitives 4, ^Linking verbs, ^Gerund § 2, and 
^Genitive case, *Nouns, ^Pronouns, *Word order 

(I or more complex treitmcnih ot problems of Publish tises, ste Kennedy, pp 465-67, 
Jespersen, eh 14 [the two case s\steml (urine Piuts of Speech, pp 127-36 
[the four-eise systcml ) 

case Some of the commonest bits ot *dcadwood in writing are 
various locutions with the word case They are wordy and keep the 
real person or situation or thing (whatever the “case” stands for) 
one construction away from the reader 

These cj notations, some from student papers, some from pub- 
lished articles, show how easy it is to let an unneeded case slip 
into careless writing 

Drinking went on very moderately except in a few scattered cases (Wiit- 
ten of a convention The “cases'* would be delegates?) 
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catalog— catalogue 

Perhaps it is because I like fiction to have happy or at least satisfactory 
endings that I disliked these books In not one [case] was I satisfied with the 
ending 

. but that does not happen to be the case [but that isn’t true] 

In many cases a corporation may wish to carry on only one type of 
business and in such a case it is necessary for such a charter to be obtained 
in a state where this particular line of work is to be carried on (If a cor- 
poration IS to carry on only one type of business, it must secure a charter 
in the state in which it will operate ) 

catalog—catalogue Spelling divided, with the shorter form gain- 
ing. Over half the colleges now use catalog as the name of their 
annual bulletin of announcements. 

Cause Statements of cause are usually found in clauses introduced 
by ^because^ since. See the articles on these connectives 

Cause and effect For discussion and example of paragraphs devel- 
oped by showing the relationships of cause or effect between state- 
ments, see Chapter 7, “Relationships between facts,” page 180. 

-ce, -ge A few special spelling problems arise from the use of c 
for the sound of r, and of g for the sound of / 

A word ending in <e (pronounced r) or -ge (pronounced ;) keeps 
the final e before suffixes beginning with «, o, or u to indicate the 
pronunciation* courageous^ noticeable^ peaceable^ vengeance Before 
a suffix beginning with e or i the final e is dropped diced y noticingy 
encouraging 

Usually a word ending in c (pronounced adds a \ before an 
ending beginning with ^ or i or y so that it will still be pronounced 
^ colic y colicky, picnic y picnic f^edy picnicking, 

(See also -ic- ) 

Cedilla A mark under the letter c ( 9 ) to show that it has the sound 
of s before a, o, or u Fagade is the most common English word 
spelled with a cedilla Other words with cedillas are Provengaly 
gargony apergu, soupgon, 

center around (or about) Center around (The story centers around 
the theft of a necklace) is the informal idiom The formal idiom 
IS center on or upon 

Centuries Remember that the fifth century a d ran from the be- 
ginning of the year 401 to the end of the year 500, the nineteenth 
century from January 1, 1801, through December 31, 1900. That is, 
to name the century correctly, add one to the number of its hundred. 
It will help to remember that you live in the twentieth century. 
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Popularly the distinction is not closely kept, since people feel 
that the century changes when the figure for the hundreds changes- 
there were celebrations for the beginning of the twentieth century 
on January 1 of both 1900 and 1901. (Compare the debate over 
whether the second half of our century begins with 1950 or 1951.) 

Partly because of the frequent errors made in this scheme of 
indicating centuries, the informal practice of naming the hundred 
IS becoming more and more used, even in formal writing: the 
seventeen hundreds, the nineteen hundreds .... 

Dates before Christ are figured like those after The first century 
B c runs back from the birth of Christ through 100, the second 
century from 101 through 200, the fifth century from 401 through 
500, and so on 

The abbreviation a d {anno Domtnty in the year of our Lord) 
is written before the year- a d 1950 Strictly it should not be used 
with centuries, since it means “in the year . . . ,” but actually it is 
by historians (the fifth century a d). b. c. (before Christ) follows 
the year 431 b c., the fifth century b c 

certain Deadwood in “this certain person,” “just one certain 
thing” . . . 

cf. For Latin confer, sometimes used m footnotes for compare^ 
see a given reference for other or further facts. See is increasingly 
used instead. 

ch Ch spells the sound tsh (pronunciation symbol cK)\ as in arch^ 
bachelor^ chatter^ checks, cheese^ child, church When the sound 
IS not at the beginning of a word,, it is often spelled tch {batch, 
watch) and ti in such words as question, Sebastian, Compare also 
righteous (rl'chas) and literature 

In some words rather recently taken in from French, ch has the 
French sound of sh champagne, chagrin, mustache, machine. 

In a number of words from Greek, ch is sounded \ chemist, 
chimera, chorus, echo. 

Change in construction See Chapter 4, “Consistent constructions,” 
page 116, and ^Shifted constructions. 

Change in language (oral and written) Since language exists only 
as It IS used, and since it is used by people as a tool rather than 
as an end in itself, it is subject to change Occasionally changes 
are relatively sudden and far reaching, as after an invasion by a 
nation with a different language, but ordinarily they are slow and 
casual, the accumulation of slightly different pronunciations, casual 
or designed changes in the meanings of words, gradual changes in 
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Change in language (oral and written) 

grammatical forms and constructions English shows many changes 
during the hundreds of years that we are able to study it (See 
^English language ) When we think of the millions of varied 
people using our language and of the wide territory over which 
they are spread, the wonder is that change is not more rapid The 
spread of school systems, the wide circulation of books and period- 
icals, and the radio all tend to slow up change somewhat, but the 
English language is still changing. One of the fundamental prin- 
ciples of linguistics IS recognizing that this change is natural and 
unavoidable in language. 

Attempts to direct the course of English have not been very 
successful The development of formal grammar in the eighteenth 
century affected the speech, or at least the writing, of a small and 
influential group but left untouched the great majority of users 
of the language The simplified spelling movement has had much 
less effect than we should expect from such a sensible and needed 
effort. Today advertising is the chief source of spelling change, 
although some teachers and nearly all linguists believe that our spell- 
ing should be modified In general, schools and publishing houses 
have taken a pretty firm stand against change, some of them even 
now presenting usage of the middle nineteenth century It is pos- 
sible that this will not always be true As Professor Sturtevant 
stated it 

In the past such efforts [of teachers] have usually been directed against a 
usage that was supposed to be an innovation, but there seems to be no reason 
in the nature of the case why the school should not some day be enlisted 
in an effort to improve the language — Linguistic Change^ p 177 

A person interested in writing needs to be aware of the natural- 
ness and necessity of change lA his language and should cultivate 
the habit of watching the small signs of change that he hears and 
sees m speech and writing. He needs also to decide whether he 
IS going to oppose change, to welcome it in all its forms, or to try 
to discriminate, adopting in his own work those new words and 
forms and constructions that seem to be more convenient and more 
expressive than older forms. Following the direction in which Eng- 
lish has already been moving (as the increase in nouns making 
their ’•^plural with -s) is a good general principle to follow 

Several discussions in this Guide-Index treat points of change 
m current English Reading them will suggest what to watch 
Meaning of words (in Chapter 11), ^Origin of words, Spelling 
(Chapter 6), and specific articles like *all right — alright, '“'-ally, 
*due to, *hke — as, *shall — will. 
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The study of the changes that have taken place m English and 
the reasons for them is fascinating, and ample materials exist for 
carrying it on The Oxford English Dictionary gives the history 
of individual words from their first appearance in the language, 
recording their changes in form and in meaning Histones of the 
language, like those by H C Wyld, Albert G Baugh, and Stuart 
Robertson, tell the story in detail. The general and orderly process 
of change is described in Otto Jespersen, Language^ Part iv, and 
m E H Sturtevant, Linguistic Change (Chicago, 1917) See also 
Bloomfield, Chapter 20 ff ; Kennedy, Chapter 14 

chaperon Sometimes found with a final e but most commonly 
chaperon. Pronounced shap'sron. The verb is chaperone. 

Chapters Chapters are numbered m Roman (i, ii, in) or Arabic 
(1, 2, 3) numerals, the latter increasingly used. In bibliographies 
also lower case Roman numerals (i, ii, x) are now more common 
than capitals (I, II, X), and Arabic more common still. 

In formal book style, references to titles of chapters are quoted. 
In most writing they are simply capitalized 

Formal Kennedy, Chapter xiv, “Improvement of the English Language’” 

General Kennedy, Chapter 14, Improvement of the English Language 

Charts See ^Diagrams, graphs, etc 

check— cheque Cheque is the regular British spelling but its use 
in the United States is formal or pretentious 

Chinese Preferred by natives of China (and others) to Chinaman^ 
Chinamen^ because of the belittling connotation of those words. 
Say a Chinese^ the Chinese In compounds Sino- (sl'n5 or sin'o) 
IS used the Sino-]apane^e War 

Choppy sentences See Chapter 10, “Segregating sentences,” page 
273 

cinema The regular British term for moving pictures It has made 
little headway m the United States. 

Circumlocution is the use of several words for an idea that might 
be conveyed by fewer. See Chapter 10, “Sentence economy,” page 
284, and ^Wordiness. 

Cities The name of the country or state need not be given with 
the name of well-known cities; Athens, Berlin, Chicago, Holly- 
wood, London, New York, Rome, San Francisco. Many American 
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cities and towns bearing the same names need identification if used 
in writing that is to circulate outside their states: Athens, Georgia; 
Berlin, New Hampshire. See ^Proper names; ’’^Comma §8b. 

Clauses 1. Definition. A clause is an element of a compound or 
complex sentence that ordinarily has a subject and a finite verb. (But 
see § 3.) By means of a conjunction or of an implied connection the 
clause construction is related to the rest of the sentence. A simple sen- 
tence, like “The bird flew higher and higher in slow easy circles,” 
is not called a clause. 

Compound sentences have two or more coordinate clauses of 
grammatically equal value, connected usually by and^ buty /or, or 
another ^coordinating conjunction 

[First clause ] Then Italy, in February, was finally persuaded to sign the 
Non-Intervention Pact, [Second clause ] and a few days later twenty 
thousand Italian soldiers landed at Cadiz — Kaltenborn Edits the News, p 48 

Complex sentences have at least one main clause, grammatically 
capable of standing alone, and one or more subordinate clauses, 
joined to the main clause or clauses by as, because, since, when, 
or some other ^subordinating conjunction, or by a relative pro- 
noun: that, who, which 

[Main clause ] There are, besides, certain differences in the domestic and 
foreign policies of the two democratic nations [Subordinate clause ] which 
influence their behavior in the Spanish situation — Kaltenborn Edits the 
News, p 48 

2. Function. Subordinate clauses are classified according to the 
grammatical function they serve m the sentence (a) Noun clauses 
are subjects and objects of verbs or objects of prepositions 

[Subject, usually formal ] That herons fed at night was pot news to him. 

No one knew [Object ] which way they had gone 

b) Adjective clauses modify nouns 

The man whom they met [or The man they met\ did not return 

The cement road turned into a macadam road, which in time turned into 
a clayey unsurfaced road 

c) Adverbial clauses add notions of time, place, cause, effect, con- 
cession, etc.: 

When they finally got that straightened out, it was too late to go on 

They were discouraged because they had tried very hard 

Here is a passage of 19 sentences in which four (6, 7, 9, 18) are 
simple, one is compound-complex (11), and the others complex. 
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The subordinate clauses are in italics, and at the end of the passage 
are the conventional grammatical interpretations of them. 

(1) Without question a young man who ts not a radical about something 
IS a pretty poor nsk for education (2) The relevant questton to ask is, 
What does this young man*s radicalism express? (3) In general, if it is 
doctrinaire Jif he has learned all the answers to the world's problems out of 
a boo\ or from a wise guy outside, the worth of his beliefs is slight, both to 
him and to society (4) The cut-and-dried patter must first be got out of him 
before his mind will give a clear tone (5) It is true that the reasons for the 
early adoption of ready-made beliefs often deserve sympathy (6) Poverty, 
injustice, a sense of wrong connected with a physical or other defect, are 
predisposing causes (7) In other instances it may be great intellectual 
curiosity coupled with a yearning for absolute truth (8) This is why students 
— though the Trustees do not trust it — can go so easily from the doctrine 
of Karl Marx to the docUtne of Saint Thomas (9) By means of these systems, 
converts can act out their dissent from the regular way and secure the com- 
forts of a vast intellectual edifice 

(10) But dissent of a different type remains the really fruitful element m 
undergraduate thought, though here again quality is important (II) Dissent 
from teacher because he is an authority is meaningless, but the defiant 
conviction that it ts no atrocious crime to be a young man, born later, with 
a different world impressed on the mind, with the consciousness of untried 
powers and unlimited cowage — that form of dissent is without doubt the one 
quality to nurture when found and to shield if need be against all literal 
conformity (12) For what it fulfills is the solitary truth rattling through the 
empty periods of the Commencement orator when he says “Young man, the 
future IS in your hands “ 

(13) Imagine a generation of young men who did not thmkjthey could 
govern better than their fatheisj who did not want to i evolutionize the world 
with new inventions ot mal{e T S Eliot* s laurels fade (14) If they do not 
believe /they can do this^ who will tell them? (15) Certainly not the institu- 
tions that rightfully nutse a Tiadition (16) But a tradition lives by being 
added to, and it is the young men who must make the effort of creation 
(17) It is irrelevant to suggest that this ambition moves thousands of hearts 
every year and ends in wot kpday routine and indolence (18) That is to look 
only at the husks (19) As long as we cannot prophesy / who will turn out 
a winner, we have no right to question iniuative and self-dedication — 
Jacques Barzun, Teacher in America, pp 238-39 

1 Adjective clause modifying young man 

2 Noun clause, complement of ts 

3 Two adverbial clauses (condition), modifying the mam clause 

4 Adverbial clause (time), modifying the mam clause 

5 Noun clause, postponed subject of ts (Obviously here the “mam*’ idea 
IS in the “subordinate” clause ) 

8 Noun clause {why ), complement of ts, adverbial clause {though 

), modifying the why clause 

10 Adverbial clause modifying the mam clause (thgugh it has the value of 
a coordinate clause, as is borne out by the punctuation) 

1 1 Adverbial clause of reason {because . .) on the face of it (but what 
docs It “modify”?), noun clause {that , ,), m apposition with conviction, 
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adverbial clause of condition (tf . . .), modifying to shield When found 
could be regarded as a subjectless clause of time 

12 Noun clause {what ), subject of ts, adverbial clause of time 
{when . . ), modifying the main clause, or it could be regarded as modifying 
the quotauon A quotation is conventionally regarded as a noun clause, 
object of the verb of saying 

13 Two adjective clauses modifying young men, noun clause object of 
thtn\ 

14 Adverbial clause (condition), modifying the main clause, noun clause, 
object of do believe 

15 Adjective clause, modifying institution 

16 Adjective clause, modifying young men 

17 Noun clause, object of to suggest 

19 Adverbial clause of time, modifying main clause, noun clause, object of 
prophesy 

(The coordinate-subordinate category is not as important as it 
was once supposed to be, not as important as the functional classi- 
fication of subject, object, modifier, for instance, but it is continued 
here as a convenient familiar classification ) 

3. Verbless clauses. The typical clause has a subject and verb, 
but jUst as there are verbless sentences (see Chapter 9, “Verbless 
sentences,” page 260), there are clauses without finite verbs Thev 
are of two types 

a) Elliptical clauses, in which the verb can be supplied from 
another part of the sentence or can be added with certainty because 
of the frame of the sentence 

I don't believe it any more than you [Supply do, or believe tt\. 

When [Supply he was^ sixteen, he had gone to work 

b) Genuine “abridged clauses” in which no verb element stands 
(or ever has stood). These should not be construed as elliptical 
clauses, since no verb ever enters the speaker’s or listener’s mind 
Two familiar sayings illustrate the abridged clause: 

The more, the merrier 

The better the day, the better the deed 

(See ch 9, “The favorite English sentence,” p 247, and •Complex sentences, 
•Subordination, •Restrictive and nonrcstrictive Ri-ferfncf Curme, Syntax^ ch 10 ) 

Clearness Correction: Make this statement clear to a reader by 
fuller statement or by making the words more exact or by straight- 
ening out the grammatical construction. 

Clearness is one of the fundamental virtues of writing, perhaps 
the fundamental virtue, but it is a little hard to discuss. No ac- 
cumulation of small virtues or banning of particular faults will 
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produce essential clearness It is true in writing that pronouns 
should match their antecedents, that verbs and subjects should 
agree, that constructions should not be wantonly shifted. These 
are traits which, though often ignored in speech, require care in 
writing 

But clearness will be gained not so much by attention to these 
details as by determining to convey to the reader the ideas and 
feelings you wish him to find in what you say. Clearness is 
the chief virtue of writing because it enables writing to carry 
out Its fundamental purpose, communication But writing has 
other purposes too — influencing people, entertaining them — and 
expression also has other virtues Even in exposition, where clear- 
ness is the first demand, it is not the only one. Preoccupation with 
clearness for its own sake will produce writing that is clear — ^but 
also cold and dry Without clearness a paper will certainly be bad, 
but with clearness it may not be particularly good There are over- 
tones demanded by certain situations, there are special considera- 
tions of the sensibilities of readers, there are small signs of the 
writer’s own sense of the matter, even his sense of himself All 
of these elements may detract in some small way from immediate 
clearness and yet add importantly to a complete understanding of 
the whole and so be intrinsic to good English 

Many of the articles of this Index discuss small contributions to 
clearness Give them the attention they deserve but remember that 
clearness comes really from habits of thought 

Cliche A worn-out woid or phrase. See Chapter 12, “Trite words,” 
{)age 333 

Climax Climax is the arrangement of a series of words, phrases, 
clauses, or sentences in an order of increasing value and usually of 
increasing length. See Chapter 10, “Loose and periodic sentences,” 
page 280 For “Climax paragraphs” see Chapter 8, page 222; for 
climactic order in papers, see Chapter 1, page 14 

Clipped words See ^Origin of words <^3c 

Cognate Cognate means “related, of the same family ” It is ap- 
plied to languages that are from the same stock, as Spanish and 
French are both descended from Latin. Cognate is often used of 
words in different languages which are modern forms of some one 
word in an older language: German Wasser, English water. 

(References Kennedy, $ 80, the origins of words given in dictionaries, especially 
in the Oxford English Dictionary ) 
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Coherence Correction: Make the relation between the parts of 
this sentence or between these sentences or paragraphs exact and 
dear to a reader. 

Coherence — the traditional name for relationship y connection y 
consecutiveness — is a difficult and necessary virtue in writing It 
IS necessary because a reader does not have the same mind as 
the writer, does not see the same relationships, and consequently 
must be led through a line of thought, guided from one stage, from 
one sentence, to another. It is difficult because a coherent piece of 
writing is a triumph over natural human casualness; it represents 
an editing of a writer’s thought so that it can be grasped by others 

Coherence is the name of a quality of finished writing and is to 
be checked finally in revision. A writer cannot be always worrying 
about the connection between his statements while he is at work, 
but careful planning will make coherence more likely. Unless he is 
mentally ill, there is always some relation between his consecutive 
“thoughts,” but the relation may be entirely personal. Carefully 
thinking over material before beginning to write should help pre- 
pare a coherent paper, especially if some sort of plan, arranging 
the different stages in a natural and sensible order, is drawn up 
But coherence must be tested after writing The writer must go over 
his copy as impersonally as he can to see if what he has written not 
only hangs together for him but will hang together for those he 
wants to read it. He should ask himself, “Is the relation between 
these statements clear ^ Can a reader pass from this sentence or from 
this paragraph to the next, without feeling a break 

A natural arrangement of material is not enough for this, there 
must often be signs of the relationship between sentences and para- 
graphs. These signs, various suggestions pointing toward coher- 
ence, and examples of successful and unsuccessful attempts at co- 
herence are discussed m this Guide4ndexy especially in *Conjunc- 
tions, ^Prepositions, ^Reference of pronouns. Chapters 7 and 8 
(Paragraphs), Chapters 9 and 10 (Sentences), and Chapter 1, 
“Planning the paper,” page 13, 

Coining words Making up a word for a particular statement (like 
was-ness) or for general use (like fahril^otd) is called coining, and 
the word made is called a coinage. For discussion and examples see 
♦Origin of words §§ 1 and 2. 

Collective nouns Correction: Change, according to the principles 
of this article, the verb and/or the pronoun to agree with the 
collective noun marked. 
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1. A collective noun is a noun whose singular form names a 
group of objects or persons or acts. Some common collective 
nouns are* 


army 

contents 

herd 

•politics 

•athletics 

•couple 

jury 

•public 

audience 

crowd 

lot 

remainder 

band 

dozen 

majority 

rest ( = remain- 

class 

flock 

mankind 

der) 

•committee 

gang 

•number 

row (of trees) 

company 

group 

offspring 

team 


When a writer means the group as a whole, a collective noun 
takes a singular verb and singular pronoun, when he means the 
individuals of the group, the noun takes a plural verb or plural 
pronoun 

The crowd that has been noisily engaged in finding tts seats settles down 
and the incessant murmur of voices slowly quiets 

The aowd that have been noisily engaged in finding then seats settle 
down and the incessant murmur of voices slowly quiets (The first version is 
preferable ) 

The first couple on the floor was Tom and Janet 

One day when we were near where the old couple were living, we dropped 
in to see them 

In the United States the singular is generally used with nouns 
like the government^ the public ^ in England the plural 

2. In writing, a collective should not be treated as both singular 
and plural in the same context 

The company was organized and immediately sent out its [not Me/r] 
representatives 

Mess IS over and the guard have [not has^ a busy morning ahead of them 
[not //] 

There is often a temptation to use a collective noun and try to 
keep It singular when the meaning really calls for a plural construc- 
tion Often the writer slips unconsciously from singular to plural 
in such a passage 

Into the church troops the enure town, scats itself on the uncomfortable 
wooden benches and there remains for a good two hours, while an aged 
cure preaches to them [consistency demands //] of their [//x] wicked lives 
and awful sins (This might better have started “Into the church troop all 
the people, scat themselves ”) 

In making inconsistent constructions consistent, the first mem- 
ber IS fully as likely to need to be changed as the second, as in the 
sentence above about the church 
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3. In speech (and consequently in some informal — and most 
unedited writing) our tendency not to continue constructions across 
intervening words usually operates The verb, which comes close 
to the noun, is singular, but a pronoun some words away tends to 
refer to the individuals, m the plural 

Spoken The team was called together for last minute instructions and 
sent out to thetr positions 

Written The team were called together for last minute instructions and 
sent out to thetr positions 

Spoken The election committee has from the beginning misused then 
rights in issuing false instructions for absentee ballots 

Written The election committee has from the beginning misused //f 
rights in issuing false instructions for absentee ballots 

4. The plural of a collective noun signifies different groups 

The audiences of New York and Chicago differed in their receptions of 
the play 

5. In measurements and amounts a plural noun is often followed 
by a singular verb 

Eighteen inches is half a yard 

About 80 pounds of carbon disulfide is (or are] added 

(See *Subject and verb ^ 2, *every and its compounds $ 1 Referencfs Curme, 
Syntax^ pp 539-540, 50 51, Frits, pp 48-50, 54, 57 59, Poolcy, pp 85-88 ) 

Colloquial and written English Correction: The colloquial ex- 
pression marked is inappropriate to the context in which it stands. 
Change it to one more formal, in line with the general style. 

1. Colloquial English. 2. Appropriateness of colloquial English 

in writing. 3. Some diffe;-ences between colloquial and written 

English. 

1. Colloquial English. Colloquial means conversational, used in 
speaking. Since the speech of people varies with their education, 
work, and social status, there are obviously many different types of 
colloquial English, from the rather bookish speech of some pro- 
fessors and others through the “cultivated colloquial” of fairly well 
educated persons, to the “low colloquial” of the majority of every- 
day people, which makes up the vulgate level of English The bulk 
of conversation is informal, and consequently colloquial suggests 
informal rather than formal English It need not, however, mean 
the speech of uneducated people, and in this book it applies to the 
language spoken by people of some education and social standing, 
to language that can be safely used except on decidedly formal 
occasions. 
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¥ 

Dictionaries mark words Colloq. to suggest that in the editors’ 
judgment they are more common in speech than in writing. Many 
people take this label to mean that the dictionary frowns upon the 
use of these words, but the Webster definition of colloquial shows 
that this IS not true 

acceptable and appropriate in ordinary conversational context, as in intimate 
speech among cultivated people, in familiar letters, in informal speeches 
or writings, but not in formal written discourse (flabbergast, go slow, 
harum-scarum) Colloquial speech may be as correct as formal speech 

By permission From Webster's New International Dictionary, 
Second Edition, copyright 1934, 1939, 1945, 1950, by G & C Merriam Co 

The three colloquial expressions that are given as examples prove 
that Webster is not using colloquial as a word of dispraise or even 
of suspicion, for though flabbergast, go slow, and harum-scarum 
s'Jggcst speech rather than formal writing, they are accurate, expres- 
sive, useful words, to be used with confidence in most situations. 
Speech is of course the basis of a language, and writing is to a 
large degree a representation of speech We learn to speak by un- 
consciously imitating our elders, and somewhat later we learn to 
write, but consciously and under the direction of teachers, so that 
the great majority of people never come to be quite at home “on 
paper ” They do much more talking than writing, and for some, 
speech may be almost their only medium 

Many educated people, especially in the professions, get most 
ot their information from periodicals and books, so that the writ- 
ten language naturally colors their speech In certain limited areas, 
especially the upper levels of scientific, scholarly, and philosophical 
fields, and in some literature, the primary relation between oral 
and written language is reversed The topics are rarely spoken 
of, even by specialists, and almost never are in familiar speech. 
Here the written forms are the norms, imitated in speech. 

The language taught and to a large extent used in schools in 
the past has been written and formal Dictionaries are based pri- 
marily upon the written language, and the pronunciations they give 
are those of formal public address. The grammars have also been 
based chiefly on written literature and, except the more recent ref- 
erence grammars, have ignored the spoken With more work in 
oral composition and an increasing attention to spoken English in 
language work, there is now less of the attempt to make students 
talk as their elders write and more of a tendency to give colloquial 
English Its due place. Since a language really lives as it is spoken. 
It is not healthy when the written language gets out of touch with 
the colloquial. 
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2. Appropriateness of colloquial English in writing. The chief 
problems come m the appropriateness of colloquial locutions in 
writing. 

a) In familiar writing. Obviously, familiar writing, as m letters 
to friends or m personal notes for our own use, is and should be 
close to speech, to the writer’s speech. Contractions, clipped words, 
short cuts in constructions all help bring the writer close to his 
reader, and their number and use will depend upon the extent to 
which he uses them in his speech. 

b) In informal English. Informal written English is closely re- 
lated to colloquial English. It is based upon speech rather than upon 
traditional written literature. It is not a mere setting down on 
paper of casual, lazy, careless speech, but it is a refinement of good 
talk, especially of the words and the movement of good talk Some 
people hesitate to let their writing become colloquial because they 
think It means cheapening it, reducing it to the level of prevailing 
speech. But the basis of a person’s writing is his own speech, not 
somebody else’s. He takes as the starting point for his growth in 
writing his own way of talking rather than the writing of others 

c) In formal English More serious questions arise in formal 
writing, in impersonal discussions of facts and ideas, as in college 
papers, and in articles and books for special and rather restricted 
groups of readers. Although formal English now has a wider range 
than It did, still its background is really the written English of a 
generation or so ago and in so far as it is influenced by speech it 
IS by the speech of the platform rather than of conversation. 

Once in a while a contraction is used for the sake of rhythm, 
even in formal writing, and in vigorous formal writing there is now 
a wide range in words that* will include some characteristically 
colloquial. But in general, formal English relies on words that have 
made their way in writing, and its constructions are usually filled 
out, not shortened as in speech In these days it is not necessary 
to avoid colloquialisms altogether, but they should be appropriate 
and not attract attention to themselves 

3. Some differences between colloquial and written English. The 
early stages of preparing a talk for an audience or a paper for read- 
ers are pretty much the same. The subject is chosen to fit the situa- 
tion and to appeal to the intended readers or listeners; material is 
gathered to carry out the subject; and the plans of a good talk and 
of a good article do not materially differ. If there are differences 
in these stages they probably come because it is harder for a writer 
than for a speaker to keep his future audience in mind; a speaker 
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knows that he will face a definite group of people and finds it 
easier to work directly for them from the very beginning. 

In later stages, and in the actual presentation of the material, 
there are some unavoidable differences, more or less obvious. 

a) Obvious differences Pronunciation, intonation, the enuncia- 
tion and stressing of words belong to speech; spelling, only to 
written language Handwriting or typing may correspond in a poor 
way to the bodily presence of a speaker, but in printed articles and 
books even that touch of individuality is lost. Instead of the pauses 
and stresses of speech, writing has the feeble substitute of punc- 
tuation, Italics, and so on, and really the writer relies more on the 
quality of his words, on repetition and word order, than on these 
mechanical signs of emphasis. The contractions of the colloquial 
language may be carried over to informal writing, but abbreviation 
IS primarily the method of shortening written words For the loss 
of the oral means of emphasis — ^gesture, facial expression — the 
writer must again rely on a resourceful use of words. 

b) Pace and rhythm. A speaker can control the pace of his hs- 
teners — he can make his words (and his statements) come slow or 
fast as he wishes A writer cannot control the speed with which his 
readers will go over his material. Some readers will read too slowly 
and make too much of small matters; others will race over the 
pages and miss much, perhaps even essential points Of course, 
listeners cannot be made to take in what they hear, but in so far as 
they do, they will be going along with the speaker at his pace. The 
pace of printed prose will be much less evident, though it does vary 
among writers Some prose seems written for slow reading, be- 
cause of “hard” or perhaps merely exact words, because of indirect 
sentences, unfamiliar turns of expression, other passages suggest 
rapid reading, because of familiar and simple words, short, direct 
sentences Even the printing can help, as in the short lines of news- 
paper columns. 

Similarly the rhythm of a passage may be suggested even in print. 
The impression a speaker makes depends in part on his rhythm, on 
the heaviness and frequency with which he stresses his words. This 
rhythm represents the speaker and guides the listener in under- 
standing what he says. The natural speech rhythms of, for in- 
stance, New Englanders, Southerners, Scotsmen, and Londoners 
differ conspicuously. Even though the rhythm of speech can only 
be suggested on the printed page, a writer Can convey rhythm to 
the page. Rapid silent reading catches little of it, but slower read- 
ing, in which the words may be almost pronounced, will usually 
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sense it. One reason why much stereotyped writing, such as ref- 
erence books, academic writing, and news writing, is colorless and 
unpleasant to read — and cannot be read aloud with pleasure — is 
that the writer has suppressed so completely his natural speech 
rhythm (See ^Rhythm.). 

c) Vocabulary, One characteristic of the spoken vocabulary is 
usually unsatisfactory on the written or printed page — the rather 
loose use of words. In talking we often get along with general 
words {thtngy stuffy like thai)y rarely trying to find exact adjectives m 
describing something or in giving our opinions. We fall back on 
goody bady pleasanty perhaps even on mccy and express the degree of 
our meaning by tone of voice, gesture, or facial expression. In writ- 
ing we need exact words to make up for the oral support that wc 
give vague words in speaking It might be better if we used more 
exact words in conversation, but searching for words while we are 
talking is likely to take the life out of our speech and may make 
It seem formal and aloof. Very often the added exactness of writing 
does not mean using rare words, but just more exact ones, as in 
this simple descriptive statement* 

At the top of the pole crouched a shivering gray kitten, mewing faintly 
and clinging desperately to the wood with her claws — Willa Cathfk, 
O PwneerSy p 5 

But the typical specific words of spoken English have more use- 
ful qualities. They are likely to be shorter and to stand closer to 
experience. We would usually speak of words rather than of 
vocabularyy bugs than of tnsectSy ]obs than of positions. We like 
expressive words like harum-scarum and flabbergast, we sponge on 
our relatives; we think someone is no great s halves. We are likclv 
to use *verb-adverb combinations instead of specific verbs give in 
for surrender y give up for sacrifice. To pepper and salt is a good 
colloquial verb, and so is to kjeep an eye out for. Most people’s speech 
includes some localisms, slang, and vulgate expressions. A good 
talker is likely to take whatever words fit his meaning and his mood, 
without ordinarily questioning their ancestry or social status 

d) Sentences and syntax. Spoken sentences are usually shorter 
than written, or if they are long, it is because one statement is 
added to another rather than because clauses are carefully built 
together with subordinating conjunctions and manipulation of word 
order. In speaking, we must, like Henry Ward Beecher, plunge into 
a sentence, “trusting to God Almighty to get us through it.” We 
arc likely to split constructions, to shift in the middle of a sentence, 
to let the agreement of verbs follow the meaning rather than gram- 
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matical requirements, to use pronouns casually, and so on Speech 
goes rapidly by and is not carefully scrutinized for details of ex- 
pression. In writing, the words lie on the page and can be analyzed. 
A writer is therefore more careful. Since he has the opportunity to 
revise, as the speaker does not, he is usually held responsible for a 
fairly strict following of the conventions of the level of usage in 
which he is writing 

The closeness of written literary English to the colloquial lan- 
guage of the time has varied from period to period. In the nine- 
teenth century the two were conspicuously far apart — consider 
Arnold and Ruskin, and even more the rank and file of lesser writ- 
ers, such as Sir Arthur Helps The last 75 years in England and the 
last 40 in the United States have seen a closer approach of written 
to spoken style. The colloquial vein in modern writing is very 
strong It fits in fiction, in intimate narrative, and in much general 
exposition, as these two brief extracts show 

I don’t know why Father and Mother chose Irvington to go to, that 
summer There were lots of other places to go where we boys could have 
enjoyed ourselves bettei, but we weren’t consulted of course, and we’d have 
been surprised if we had been — Clarence Day, Life With Father^ p 41 

If you have the sort of money that runs to seagoing yachts or even to 
shiny mahogany runabouts your opinion of outboard motors — if any — is 
probably low Likely you carry an outboard-powered dinghy or tender, 
and any time you drop anchor m a sporting harbor like Nantucket or 
Hoothbay you are sure to see a couple of fussy little boats with outboards 
clamped to their sterns, kicking up a great wake and bouncing around like 
shag dancers If someone invited you to go out for a ride in an outboard you 
might go, the same way you might xolidescend to take a ride in the subway 
to see how the other 99 per cent lives, or the I’ll-have-fun-if-it-kills-me way 
you might put on torn overalls for one of Elsa Maxwell’s parties But you 
wouldn’t take outboards seriously If they came up in the course of a con- 
versation you would either look as though you’d never heard of them, or you 
would guillotine them with a contemptuous “Oh, those ” — “The Put-Put,” 
Fortune f Aug 1938 

Writing like this is not only highly readable but it can be used 
to convey a wide range of information, thought, and feeling. Prob- 
ably the most practical as well as the most honest thing for a begin- 
ning writer is to study his own speech and see how far it can serve 
as the basis for his writing. “One would like to think,** says Bonamy 
Dobree, “that all of us will come to the stage of refusing to write 
what we would not, indeed could not, say.** 

(See also •Conversation and Chapter 2, Varieties of English Anyone wishing to 
study the relationship between colloquial and written English will find further material 
(and varying opinions) in these Lascelles Abercrombie, Colloquial Language and 
Literature, Society for Pure English Tract xxvi (Oxford, 1931), Henry Bradley, 
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Spoken and Written English (Oxford, 1919), Curme’s Parts of Speech and Syntax 
pay special attention to colloquial forms and constructions, Dobree, Part iv, John S 
Kenyon, ‘‘Levels of Speech and Colloquial English,** English Journal, 1948, 37 25-31, 
Thomas A Knott, “Standard English and Incorrect English,” American Speech, 
1934, 9 83 ff , Mencken, L A Sherman, Analytics of Literature (Boston, 1893), 
285-86, 311-12, and mdex references, C H Woolbert, “Speaking and Writing — A 
Study of Differences,’* Quarterly Journal of Speech, 1922, 8 271-85, Henry C 
Wyli A History of Modern Colloquial English (New York, 1920), and Historical 
Study of the Mother Tongue (New York, 1906) 

Colon (:) Correction: Use a colon here. 

1. Anticipatory use. 2. Between clauses. 3. In time and ref- 
erences. 4. Stylistic use. 5. Capitals following. 6. After 

abbreviations. 

The colon is a mark of anticipation, directing attention to what 
follows. It IS a formal mark and usually emphatic Its use contrasts 
to that of the semicolon, which is a stop, almost a period. Students 
do not use as many colons as they should, and often use a semi- 
colon instead 

Yesterday I received a clipping from home, the essence of which is as 
follows [not ,] 

The principal uses of the colon are 

1. Anticipatory use. A colon is used after an introductory expres- 
sion, as m the second line above, and after the salutation of formal 
letters. 

Dear Sir (Contrast the comma in informal letters Dear Frit/,) 

It IS generally used to anticipate quotations in factual writing 
(not in fiction), especially if the quotation is a complete grammatic 
unit and runs to more than one sentence. Whether or not a colon 
IS appropriate with shorter quotations depends in part upon the 
formula with which it is introduced If the quotation is closely 
built into the sentence, a comma is usual (says, in the quotation 
below) ; if the introduction is more formal, a colon is usual (below, 
u^as added:). 

A card made out at 10 45 p m on Nov 4, 1928, says, “Arnold Rothstein, 
Male, 46 years, 912 Fifth Avenue, gunshot wound in abdomen, found in 
employee’s entrance, Park Central Hotel, 200 West Fifty-sixth Street At- 
tended by Dr. McGovern, of City Hospital Removed to Polyclinic Hospital 
Reported by Patrolman William M. Davis, Shield 2943, Ninth Precinct” 
Two days later the word “fatal,” m parentheses, was written in after the 
word “abdomen,” and a second report, with more detail, was added* “Roth- 
stein apparendy had been engaged in card game with others m Room 349 on 
third floor of Park Central Hotel when an unknown man shot him and threw 
revolver out of window to street Body found by Lawrence Fallon of 3164 
Thirty-fourth Street, Astoria, employed as house detective for the hotel ” — 
Meyer Berger, The New Y orrery Nov, 26, 1938 
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2. Between clauses. A colon is used between clauses when the 
following one is either an illustration of the first, a restatement in 
different terms, or an amplification of the first 

If a gunnery officer can’t explain what he wants done, one of two things 
IS going to happen either the gun won’t be fired or he’ll have to do it 
himself 

Lazy minds give up in despair “I can’t write anyhow,” say students to 
me year after year, they mean that they won’t think — Barrett Wendell, 
English Composition^ p 136 

The supposition that words are used principally to convey thoughts is 
one of the most elementary of possible errors they are used mainly to 
proclaim emotional effects on the hearers or attitudes that will lead to prac- 
tical results — H R Huse, The Illiteracy of the Literate^ p 21 

3. In time and reference. There are a few conventional uses of 
the colon, though they vary among publishers 

a) Between hours and minutes expressed in figures 

11 42 am 3 28 pm (or 11 42 am, 3 28 pm) 

b) In formal bibliographies and formal citations of books: 

Between volume and page — The Atlantic Monthly, 160 129-40 

Between author and title — Stuart Chase Men and Machines 

Between place of publication and publisher — New York Holt, 1930 

In the last two of these a comma would often be found 

4. Stylistic use. Some writers prefer colons where most would 
use commas or semicolons 

It [a castle] is a shut place that commands by its shutness the open place 
about It A castle is budded of the stgne of its world it rises from the stone 
of Its world It IS the stone of its world A castle is austere toward the 
world which it defends It is invariable, forbidding its strength is that of 
a perpetual shutting-out of all which lies outside it Sun beats on the castle 
wall inside it is dark Moon melts its bastion and bathes its county blue 
It is harsh and rigid Water and wind make song of the green hills the 
castle is silent It is the lord of its county because it is apart from it A castle 
is hot in a cold land a castle is cold in a hot land a castle is high in a low 
land a castle is full in a land of dearth a castle is dry in a land of verdure 
— Waldo Frank, Virgin Spain, p 108 

This IS a matter of taste rather than of correctness, and usually 
(as here) formal The mark usually attracts some slight attention 
to Itself when used this way. 

5. Capitals following. After a colon either a capital or a small 
letter may be used. The capital is more usual when the matter 
following the colon is in the form of a complete sentence, a small 
letter when it is a subordinate element. That the deciding factor 
IS largely the closeness of thought relation between the two parts 
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of the sentence is suggested by the following quotations from a 
single article. 

Thus the task of democracy has always been a twofold one to prevent 
political privilege from reestablishing itself, and to make peaceful settlement 
of disputes possible in a society without privilege 
Those who believe that fascism is simply a tool which Big Business created 
as soon as it found democracy dangerous overlook one important fact the 
opposition of Big Business to democracy is much older than fascism 

The ways in which the kings settled social disputes were very different, 
in spirit as well as in technic The kings of France, after having subdued 
the rebellious nobles, protected the social privileges of the nobility to the 
point of subjecting both citizens and peasants to cruel oppression, the kings 
of Prussia, who occasionally liked to be called “kings of beggars,” without 
fully living up to the implications of that title, tried to restrict exploitation 
of the masses, so, much earlier, did Elizabeth of England — Carl Landauer, 
in The American Way^ by D C Coyle and others 

6. After abbreviations. When a colon follows an abbreviation the 
period of the abbreviation is usually omitted / e rather than i.e 

lolumn, colunnnist Usual pronunciation kol'^m, kol'^m ist or 
kol'ammst. Vulgate kol'yum, kol'yumist is often used humor- 
ously and increasingly for a newspaper “column*’ and is sometimes 
represented in the spellings colyum^ colyumtst 

:ombine Combine (kom'bln) as a noun came into use either from 
the verb combine (kombln'), with the characteristic change in 
stress (*Noun and verb stress), or perhaps as a ’’•'back formation 
from combination It is not in good use m the abstiact senses of 
combination, but is good colloquial English for a group of people 
joined together for business or political gam and usually implies 
either shady or forceful activities. Combine (kom'bin) is the right 
name for the machine that reaps and threshes in the field. 

Zomma (,) Correction: Insert or remove a comma at the place 
marked, in accordance with one of the sections in this article. 

1. Between clauses. 2. Lists and series. 3. With nonrestrictive 
modifiers. 4. With interrupting and parenthetical words and 
phrases. 5. Commas with main sentence elements. 6. For 
emphasis and contrast. 7* For clearness. 8. Routine conven- 
tional uses. 9. Comma combined with other marks. 

There is a general treatment of the uses of commas in Chapter 
5, page 140. The principal uses are reviewed here for convenience in 
revising or correcting papers. 

1. Between clauses. 

a) Between coordinate clauses. A comma is used when the clauses 
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Uses of the Comma 

The following list of uses of the comma outlines the treatment 
in this article The numbers and letters refer to sections and sub- 
sections Brackets mean that a comma should be avoided. 

1. Between clauses 

a Between rather long coordinate clauses, especially 
those connected by but^ not^ for 

b. After subordinate clause or long phrase preceding 
the mam clause 

c. Before a subordinate clause following the main 
clause and not closely related to it 

2. In lists and series 

a. Between units of a list or series 
b Between coordinate adjectives in the same relation 
to their noun 

c [Not between two words or phrases joined by and\ 

3. Around nonrestrictive modifiers 

4 . Around interrupting and parenthetical elements 

a. Around interrupting constructions 
b Around conjunctive adverbs not standing first in 
their constructions 

5. With main sentence elements (s-v-o) 

a [Not between a short subject and its verb] 
b Sometimes after a long or heavily modified subject 
c [Not between verb and its object] 
d I Rarely between compound predicates] 

6. For emphasis and contrast 

7. For clearness 

a Before words of two possible functions {for, but) 
b To prevent a noun being taken as an object 

c. To prevent wrong interpretation 

d. To separate consecutive uses of the same word 

8. In conventional places 

a. In dates b In addresses 

c. After salutation of informal letters d. In figures 

e. With degrees and titles f. With weak exclamations 
g. [Not to show omission of a word] 

9. With other marks of punctuation 

a. [Not with a dash] (*Dash § 6) 

b. With parentheses (^Parentheses § 5) 

c. With quotation marks (^Quotation marks § 4,bandc) 
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are rather long and when it is desirable to emphasize their distinct- 
ness, especially if the clauses have different subjects. 

The frozen steel edges shrieked as they bit into the ice-covered turns, and 
the driving sleet slaslied against their goggles and jackets with such force 
that It was impossible to keep clear vision 

A comma is generally used between two coordinate locutions 
joined by but or not, to emphasize the contrast 

I can remember mother telling me that a book was one’s best friend, but 
I couldn’t understand how anyone could feel that way 

Those who hold these ideas are to be pitied, not blamed 
(Compare $ 6 ) 

A comma is generally used between clauses connected by the con- 
junction /or, to avoid confusion with the preposition /or 

Conjunction They are obviously mistaken, all intercollegiate sports 
are competitive 

Preposition The English teacher had assigned us “Treasure Island” [ 1 
fof a book report 
(Compare $ 7 ) 

A comma is not used when the clauses are short and closely 
related in meaning especially in easy narrative 

The elevated rushed into an underground shaft [ ] and in the hollow, 
re-echoing roar only the high runs of the sax could be heard 

For commas between complete clauses that could stand as sepa- 
rate sentences, see Chapter 9, “Run-on sentences,’' page 253, and 
^Comma fault 

b) After a subordinate clause (or long phrase) that precedes the 
mam clause or is not closely connected to it 

If that lake wasn’t frowning at something or other that night. I’ll drink 
It down to the last drop. 

Although willing to use his athletic ability, he wouldn’t study hard 
enough to become eligible. 

When the preceding clause or phrase is short and closely related 
in thought to the mam clause (especially when the subjects of 
the two clauses are the same), there is usually no comma follow- 
ing It: 

In my opinion [ ] these youthful marriages are justifiable in every respect 

When we had all gathered near the fence [ ] we could see that they 
were bums (Subjects the same ) 

When appropriations are before the House he continually checks the 
Democrats^ expenditures (A close relationship between the statements) 
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c) Before a subordinate clause that follows the main clause. A 
comma usually stands before a subordinate clause (or long phrase) 
that follows the main clause if it is not closely related in thought. 

Kemal Ataturk*s death came as a blow to a nation of 14,000,000 people, 
although he reformed their social customs, their religion, and their economics 
with dictatorial zeal and speed 

They had tried four times to start it, the starter every time giving just 
a short whine 

2. Lists and series, (a) The comma is the natural mark to use 
between the units of enumerations, lists, series (unless the units 
are long or contain commas within them, when semicolons would 
be used — see "^Semicolon ^1) 

There are, among others, an actor out of a job, a murderer, a Mexican 
dipsomaniac, a man obsessed with a philosophical concept of time, an 
Indian oil millionaire who prefers waffles to any other food, and assorted 
females, mostly tough — The New Yorker, Nov 26, 1938 

Commas ordinarily are not used when conjunctions stand between 
the umts of the series 

A bit of tarnish on the brass work [ ] or untidy life preservers [ ] or 
matches on the decks seem to be of little concern to him 

Usage is divided on the comma before the last item in a series: 
celery^ onions^ and olwes, or celery^ onions and olives (See ^Series ) 

b) Adjectives in senes In the sentence 

When the long, cold, lonesome evenings came, we would gather about the 
old wood stove and eat the chestnuts 

there are commas between long — cold — lonesome because each stands 
in the same relation to the noun evenings There is no comma be- 
tween old and wood because old modifies wood stove rather than just 
stove A comma following old would throw more emphasis upon 
wood and might sometimes be wanted Compare these two versions 

The room presents a colonial effea with its old fashioned, cross-beamed 
ceiling and gray, brick fireplace 

The room presents a colonial effect with its old-fashioned cross43eamed 
ceiling and gray brick fireplace 

Either version is correct, but in the first, cross-beamed and bnc\ 
stand out as separate modifiers of their nouns 

c) Two items connected by and are not usually punctuated. 

In high school the student is paid six dollars a month for helping the 
teachers in their work [ ] and for doing odd jobs about the school building 
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3. With nonrestrictive modifiers. Modifiers which do not limit 
the meaning of a noun or verb but add a descriptive detail are non- 
restrictive and are set off by a comma or commas. The expressions 
in Italics are nonrestrictive* 

From where I was standing, almost directly about the treasure^ I could 
see many articles that had been lost (The clause that had been lost is 
restrictive and so not set off by a comma ) 

Pigeons breed in the spring and the hen lays two eggs, one of which 
usually hatches into a cock^ and one into a hen 

A restrictive modifier, one that is essential to a correct understand- 
ing of the word it modifies, is not set off by punctuation. The ex- 
pressions in Italics are restrictive ^ 

Wouldn’t It be as lust to remove from his suffering a person who has 
committed no crime as to make suffer one who has committed a crime? 

Great tracts were left, eaten bare of the grass which had l{ept the soil 
in place 

Many modifiers may be considered either restrictive or nonrestric- 
tive, and their punctuation should follow the writer’s sense of the 
closeness with which they limit the word they modify The ex- 
pressions in Italics in these sentences might be set off by commas, 
depending on the writer’s intention 

A winding road that seemed to lead nowhere in particular passed through 
the village 

It was quite a satisfaction after wording a difficult logarithm problem 
to know that something had been accomplished 

(Further examples of restrictive and nonrestrictive expressions will be found m 
•Restrictive and nonrestrictive and in Chapter 5, “With close and loose modifiers,” 
P H4) 

4. With interrupting and parenthetical words and phrases, (a) A 
phrase or clause that interrupts the direct movement of the sentence 
should be set off by commas, two commas . 

This last semester, if it has done nothing else, has given me confidence 
in myself 

Over in the corner, beside the dar\ and broken window where a news- 
paper was stuffed to heep out the rain, sat Verona 

Did intelligent people, he asf^ed himself, do things like that? 

Usage IS divided over setting off short parenthetical words and 
phrases like tnctdentally, of course Setting them off with commas 
IS more characteristic of formal than of informal writing, though 
there is often a difference in emphasis according to whether or not 
commas are used: 
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These early attempts, of course, brought no results 

These early attempts of course brought no results 

The famous artist, oddly enough, preferred the company of common 
laborers to that of his own kind 

The famous artist oddly enough preferred the company of common 
laborers to that of his own kind 

Adverbs that modify the verb or the statement closely should not 
be set off by commas when they are in their natural position 

Perhaps [ ] they had never intended to come 

They had never intended to come, perhaps 

b) When a ^conjunctive adverb stands after the first phrase of its 
clause, as it often does, it is usually set off by commas, and often it 
IS set off when it stands first in the clause 

The next morning, howexer, they all set out as though nothing had 
happened 

The second plan, therefore, was the one determined upon for the holiday 

However, the next morning they all set out as though nothing had 
happened 

But and other lighter conjunctions are a part of the clauses in 
which they appear and should not be set off 

I was positive that if someone would just give me some guidance I could 
do much better Rut [ 1 the semester continued the same as before 

5. Commas with mam sentence elements, (a) Short subjecis. 
Care should be taken not to separate short subjects fiom their verbs 

The fiist family to come [ ] sends word back to those left in the Old 
Country 

1 he MX boys [ ] all came on the run 

b) Long subjects When the subject of a sentence is a long phrase 
or a noun followed by modifiers, that is, when it is a locution of five 
or SIX words or more, formal usage often puts a comma between it 
and the verb, but informal usage does not 

Whether a program is appealing or not [Formal ( , )] is quickly reflected 
in the sale of the sponsor’s product 

Everything that I had picked out as a flaw to be pounced upon and 
criticized [Formal (,)] assumed a different meaning and became a vital 
part of the work 

c) Verb and object There is some temptation to put a comma 
after a verb, separating it from its object or complement. This is 
especially true after verbs of saying. Such commas should be taken 
out in revision* 
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Since they know nothing whatsoever about their future occupauon, they 
must start what might be termed [ ] a second schooling 

We all know [ ] that the person who is hardworking and willing has a 
good deal put over on him. 

d) Compound predicates Usage is divided over separating the 
two verbs of a compound predicate The better and more common 
usage is not to use a comma between the verbs unless the predicates 
are long or contrasted 

Thus in fifteen years rabbit raising has ceased to be a hobby [ ] and has 
taken a definite place among the industries of the world 

Pop could talk himself out of trouble [ ] and also talk himself into a lot 
of trouble 

6. For emphasis. The pause indicated by a comma tends to keep 
distinct the constructions it separates and to emphasize slightly the 
construction that follows the mark 

Temporarily the wine industry was all but ruined, and farmers turned to 
dairying, and to cooperation to give them a market 

This is especially true when a connective is omitted: 

And afterwards I told her how I felt, how I kept feeling about her 

In idioms like the more . the greater^ formal usage tends to 
have a comma, informal not 

And the more meaning the Grammarian finds crowded into the verb 
[,] the happier he is — P B Ballard, Thought and Language^ p 87 

7. For clearness. Often a comma can guide a reader in inter- 
preting a sentence and make it unnecessary for him to go back over 
It for meaning In material thaft is likely to be read aloud, the writer 
should give special heed to this device Two such Constructions are 
especially helped by commas 

a) When a word has two possible functions Vor or but may be 
either a conjunction or a preposition, and confusion may be avoided 
by using a comma before either when it is used as a conjunction 

The surgeon’s face showed no emotion, but anxiety and a little nervous- 
ness must be seething behind that impassive mask (To avoid reading “no 
emotion but anxiety’’) 

b) When a noun might be mistaken for the object of a verb. 

When the boll weevil struck, the credit system collapsed and ruined a 
great part of the landowners and tenants. (Not When the boll weevil 
struck the credit system . . .) 
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It IS not necessary to have a session like this very often, but when you do, 
get everything off your mind that is disturbing you. (Not but when you 
do get everything off your mind . ) 

c) Sometimes a faulty interpretation of word grouping can be 
prevented 

The only way that you can develop honestly is to discover how you write 
now, and then write naturally in everything you hand in (Not* how you 
write now and then ) 

d) Ordinarily when the same word occurs twice consecutively a 
comma should be used 

What the trouble really is, is of no interest to him 

8. Routine, conventional uses, (a) In dates, to separate the 
day of the month from the year May 26, 1952 When the day of 
the month is not given, a comma may or may not be used In 
September 1952 or In September, 1952 The neater use is without the 
comma 

b) In addresses, to separate town from state or country when 
they are written on the same line: 

Washington, D C , is too hot and humid to be a nation’s capital. 

Chicago, Illinois Berne, Switzerland 

Hamilton, Madison County, New York 

c) After salutations m informal letters Dear Dot, Dear Len, 

d) In figures, to separate thousands, millions, etc - 4, 672, 342 

e) To separate degrees and titles from names: 

Elihu Root, Esq Charles Evans Hughes, Jr. 

Wallace W Emmett, A B Wallace W Emmett, A B ’36 

f) After a weak exclamation like well, why, oh when it does not 
carry much stress 

g) A comma is not now commonly used to show the omission of 
a word that is required to fill out a grammatical construction 

He must have taken the right-hand turn and I [ , ] the left 

9. Comma combined with other marks, (a) A comma is now 
rarely used with a dash (See ’••'Dash § 6 ) 

b) When a parenthesis comes within a construction that would 
be followed by a comma, the comma stands after the parenthesis 
(See ♦Parentheses % 5.) 

c) For use with quotation marks see ♦Quotation marks 4 b, c. 

(Reference Summey, index entries under Comma ) 
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Comma fault Correction: Revise the sentence marked by chang- 
ing the comma to a semicolon or a period, or by inserting an appro- 
priate conjunction, or by rephrasing to make it a more effective sen- 
tence. You should do more than merely remove the comma fault, 
you should make an effective statement Your instructor’s mark 
means that in his judgment it is not an effective run-on sentence 

A comma fault (or comma blunder or comma splice) is two or 
more statements in the form of independent sentences that are 
punctuated as a single sentence — that is, with a comma between 
them (or even run together with no mark at all). A few sentences 
of this sort are effective (see “Run-on sentences,” page 253), but here 
we are considering only those that by their form and by the lack 
of thought relation between the clauses are not 

There are various remedies for a comma fault 

1) The easiest, that satisfies the minimum requirements of con- 
ventional grammar, is to repunctuate, using a semicolon or a period 
instead of the comma This often leaves two weak sentences in- 
stead of one good one. 

2) If the statements really belong together in one sentence, the 
clauses may be joined by a conjunction that shows the relationship, 
probably retaining the comma. 

3) Often the sentence needs to be rephrased — perhaps a relative 
pronoun used instead of a this or these — or to be completely rewrit- 
ten, Remember that the aim is to make an effective sentence. 

The following examples show some common types 


The comma fault 
He took a couple of steps, stopped, 
reached out and turned a valve, as 
he did that he told us that all the 
valves were right-hand valves 

Two volumes of his great work 
are now completed, the first will 
be published next year. 


Charley then crossed the room 
and threw a switch which started 
a motor, returning he wiped the 
perspiration from his forehead with 
the back of his hand 


Suggested revision 
He took a couple of steps, slopped, 
reached out and turned a valve As 
he did that he told us that all the 
valves were right-hand valves 

Two volumes of his great work 
are now completed, the first of 
which will be published next year 
Two volumes of his great work 
are now completed, and the first 
will be published next year 
Two volumes of his great work 
are now completed The first will 
be published next year 

Charley then crossed the room 
and threw a switch which started 
a motor Returning he wiped the 
perspiration . . . 
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They still produce aluminum tips They still produce aluminum tips 
for broken skis, these are very sue- for broken skis, which arc very suc- 
cessful as a device for temporary cessful as a device for temporary 
repair repair 

Carelessly run together sentences are one of the most serious 
faults in elementary writing and anyone who has not learned to 
avoid them must take extra pains to eliminate them from his 
writing. 

(For a more complete discussion and more examples of comma faults and of successful 
run-on sentences, see ch 9, “Run-on sentences,” p 253 See also *Contact clauses, 
•Conjunctions ) 

Commands and requests Direct commands are expressed by the 
simple (infinitive) form of the verb 

Hurry up! Shut the door, please 

Fill out the coupon and mail it today 

In speech the force of the command or request is shown by the 
stress and tone of voice, which are hard to represent on paper 
Emphatic commands are punctuated with an exclamation mark, 
less emphatic with a period. The form with do is often emphatic 
(Do come^). Negative commands are expressed with not and the 
do form of the verb Don’t go yet. 

Softened or more polite commands and requests depend on 
phrasing and usually involve auxiliaries or adverbs of courtesy. 
Often these commands and requests are in the pattern of a ques- 
tion, which would be written either with a period or a question 
mark, depending on the mtonauon intended. 

Tiy and [or ro] get them in on time 

You will write at least six pages 

Please think no more of it 

Would you be willing to take part in this program? 

Would [or Wtll^ you please close the window 

Let’s go around and see what we can do with him 

Suppose we say nothing more about it 

In indirect discourse a command becomes an infinitive with to 
or a clause with should 

He told us to write a 5000 word paper 

Or He said that we should write a 5000 word paper. (Direct form* 
“Write a 5000 word paper ”) 

He wired me to come at once (Direct* “Come at once **) 

(For further discussion of forms of commands see Curme, Syntax, pp 419, 430-36 ) 

Commercial usage See ^Business English. 
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committee is a ’“'collective noun, to be construed as singular or 
plural according as the group or the individuals are meant The 
singular would usually be the form desired. 

The committee meets today at four 

The committee get together with difficulty 

Common noun See *Noun § 1. 

comparative—comparatively— comparison So spelled in our in> 

consistent language 

compare— contrast Compare is used in two senses (1) To point 
out likenesses (used with to ) , (2) To examine two or more objects 
to find likenesses or differences (used with with). Contrast always 
points out differences. 

He compared my stones to Maupassant’s [said they were like his] 

He compared my stones with Maupassant’s [pointed out like and unlike 
traits]. 

When the things compared are of different classes, to is used: 

He compared my stones to a sack of beans 

In the common construction with the past participle, either to or 
With IS used 

Compared with [or /o] Maupassant’s, mine are pretty feeble 

In comparison wtth [not to] Maupassant’s, mine are pretty feeble 

Idioms with contrast 

He contrasted my work wtth [sometimes to] Maupassant’s 

In contrast to [rarely with] Maupassant’s, my stories are pretty feeble 

Stress the noun contrast the verb contrast (kan- 

trast', ksntrast'sd, kan trast'ing). 

Comparisons For comparisons as figures of speech see “Resem- 
blance,” page 348 For idioms for comparisons, see Chapter 4, 
page 116. For comparisons and contrasts, as materials that go into 
paragraphs, see Chapter 7, page 177. 

Comparison of adjectives and adverbs Correction: Change the 
form or construction of the adjective or adverb marked, in accordance 
with the section below that applies. 

1. Uses of the comparative. 2. Uses of the superlative. 3. Idioms* 

4. Absolutes. 5. Choice of forms. 

Adjectives and adverbs change their forms (see § 5) to show a 
greater degree of the characteristic named in the simple word (/o«g, 
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longer, longest) The forms arc simple enough but a numbet of 
questions arise in using them. 

1. Uses of the comparative* The comparative degree expresses a 
greater degree (It is warmer now) or makes specific comparison 
between two units (He was ){tnder [more l{tnd] than his wife). 

The two terms of a comparison should be comparable 

Comparable His salary was lower than a shoe clerk’s [Or than that of 
a shoe clerk] Not His salary was lower than a shoe clerk 

Comparable His face was round and healthy looking, like a recent 
college graduate’s Not His face was round and healthy looking, like a 
recent college graduate 

With a comparative, idiom calls for other when the comparison 
is with something in the same class of things but not when the 
comparison is with things of a different class 

She IS a better dancer than the other girls 

She IS a better dancer than the boys [than any of the boys]. 

The comparative is frequently used absolutely, with no actual 
comparison involved (higher education, the lower depths), or the 
reader is left to supply a comparison (Loof{ younger — Live longer) 

(RfcPhRFNCE Esther K Sheldon, “The Rise of the Incomplete Comparative,” Ameri- 
can Speech, 1945, 20 161-67 ) 

2. Uses of the superlative. The superlative is used to indicate 
the greatest degree of a quality among three or more people or 
things (He was the plliest of the whole group, This is the brightest 
tie in the showcase) The form with most is also used as an inten- 
sive to indicate an extreme degree (You are most \tnd, She is most 
clever) in which no specific comparison is intended 

Superlatives are not completed by other 

Jerry was the best cook of all the [not othei\ cooks in the surrounding 
camps 

The Egyptians had obtained the highest degree of cultivation in medicine 
that had up to that time been obtained by any [not other^ nation 

In colloquial and familiar English a superlative is often a form 
of emphasis “We saw the loveliest flowers when we visited her 
garden ’’ — ^“Hasn’t she the sweetest voice It is also used in com- 
paring two Items “His new novel is the best of the two.” Fries says 
(p 101) . “The use of the superlative rather than the comparative for 
two, thus Ignoring a dual as distinct from a plural, is a fact of 
Standard English usage and not a characteristic limited to Vulgar 
English.” 

(Reference Russell Thomas, “The Use of the Superlative for the Comparative,” 
English Journal (College edition), 1935, 24 821-29 ) 
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3. Idioms with comparatives* (a) as much as tf not more than. 
Colloquially people are likely to say “The styles vary as much if not 
more than the colors” but m writing both comparative constructions 
should be completed 

The styles vary as much as if not more than the colors 

The lobby is as strong as if not stronger than it was m 1948 

Or The lobby is as strong as it was in 1948, if not stronger 

h) as ... as Sometimes than is carelessly used for the second as 
in a sentence like this 

I pay almost ten times as much for it as [not than] for the bigger bus 
Ucket 

(See *as as ) 

4. Comparison of absolutes. In puristic usage such adjectives as 
black^^ dead^ excellent^ fataly finaly imposstblcy ^unique are not com- 
pared, since their meaning is thought to be absolute There are no de- 
grees of deadness or blackness or impossibility But in common 
use the meaning of these words is not absolute so that they are 
frequently compared “This was even mote impossible'' Many are 
used figuratively with less absolute meanings (“This is the deadest 
town I was ever in”), which naturally admit comparison 

5. Choice of forms. English adjectives and adverbs are compared 
in two ways 

a) By adding -^r, -est 



Positive 

Comparative 

Superlative 

Adjective 

early 

earlier 

earliest 


hoarse 

hoarser 

hoarsest 


hot 

hotter 

hottest 

Adverb 

fast 

faster 

fastest 


soon 

sooner 

soonest 


b) By using more, most The change in degree may be shown 
by prefixing more and most to the positive form This form is used 
for all adjectives and adverbs of three syllables or more, and for many 
of two syllables. It may also be used with those of one syllable, so* 
that for many comparatives and superlatives there are two forms i 



Positive 

Comparative 

Superlative 

Adjective’ 

exquisite 

more exquisite 

most exquisite 


empty 

able 

emptier, more empty 
abler, more able 

emptiest, most empty 
ablest, most able 

Adverb 

comfortably 

often 

more comfortably 
oftener, more often 

most comfortably 
oftenest, most often 


hotly 

more hotly 

most hotly 
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Compound»complex sentences 


Words with a short vowel followed by a single consonant double 
the consonant to indicate the short sound {thin, thinner, thinnest) 
Words ending in y change the y to i before the endings dry, drier, 
diiest, shy, shier, shiest (sometimes shyer, shyest). 

The meanings of the two forms are the same, so that the one can 
be used that sounds better But the form with the ending places the 
stress on the root part of the word and so tends to emphasize the 
quality (kind'er), and the more or most form allows the stress to fall 
on the sign of the degree (more' kind, You are most' kind) so that 
there is some difference in the suggestion value of the two. 
(Rlperinces Curmc, Parts of Speech^ chs 11, 13, Syntax, ch 25, Pries, pp 96-101 ) 

complement— compliment Compliment has to do with politeness 
^ and praise 

He complimented them on their progress 

Their progress deserved his compliment 

“the complimentary close” of a letter 

Complement means a number or amount that makes a whole, 
or an allotment (related to complete) 

He had his full complement of good looks complementary angles 

Complement A complement is the noun oi adjective completing 
the meaning of a linking verb and modifying the subject 

He was busy He became the real head of the concern 
(See ch 4, “Subject-complement,’’ p 108 and inkinj; \crbs, *Predicate adjective, 
Predicate noun ) 

Complex sentences A complex sentence has one mam clause (that 
IS, one that could “stand alone*’ as a sentence) and one or more 
subordinate clauses These are subject-verb constructions related to 
the mam clause by a ^relative pronoun or a ^subordinating conjunc- 
tion So many combinations are possible that detailed classification 
would be tedious The chief (and perhaps only) advantage of 
analysis of clauses is seeing the variety of expiession possible m sen- 
tences and the various means by which ideas are tied together m 
statements 

(ShE ch 9, “Complex sentences,’’ p 257, and ‘‘’^CUuses ) 

complexioned (complected) Complected m such phrases as “He is 
a dark-complected man” is colloquial or local for “a dark-com- 
plexioned man ” Complected is a formal word meaning “woven 
together”; complexion and complexioned refer to facial coloring. 

Compound-complex sentences See ’^Compound sentences § 4 and 
Chapter 9, “Compound-complex sentences,” page 259. 
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Compound predicate 

Compound predicate Two or more verbs having the same subject 
arc known as a compound predicate. “The youngster bawled and 
stamped his feet”; “Ruth wrote and mailed three letters.” 

Compound predicates are one of the chief devices of economy 
in writing. Note how far removed these sentences are from the 
onc-small-idea-to-a-sentencc type so often used by immature writers 

They (1) accepted the quinine and, in their gratitude, often (2) kissed the 
hygienists’ hands Heeding their advice, they (1) graveled the village roads, 
(2) began to drain their lands, (3) enlarged the windows of their dwellings, 
(4) built sidewalks, sanitary backhouses, and concrete platforms for manure, 
and so on. — Louis Adamic, The Native's Return^ p 318 
(For further discussion see ’"'Subject and verb ) 

Compound sentences contain two or more complete statements 
(that IS, each with a subject and complete verb) of coordinate gram- 
matical value, without a subordinate clause (See Chapter 9, “Com- 
pound sentences,” page 251.) 

1. With coordinating conjunction. Usually the clauses of a com- 
pound sentence are connected by one of the coordinating conjunc- 
tions, most commonly by andy buty /or, or, and the combinations 
either ... or, neither . , . nor 

What a fool he was to be thus starded but always he had hated cats from 
childhood — Walter Duranty, Babies Without Tails, p 11 

Either you learned these simple things in high school or you will have to 
learn them in college 

2. Without connective. A compound sentence may stand with- 
out a connective (see ^Contact clauses) Such sentences are usually 
punctuated with a semicolon 

They are generous-minded; they hate shams and enjoy being indignant 
about them, they are valuable social reformers, they have no notion of con- 
fining books to a library shelf — M Forster, Aspects of the Novel, p 33 
(Compare ch 9, “Run-on sentences,” p 253 ) 

3. With conjunctive adverb. The clauses of a compound sen- 
tence may be connected by a conjunctive adverb {howevery more- 
over y whereas, consequently y therefore . . . ) : 

The FBI had proved themselves expert in publicizing their solution of 
crimes, consequently some local police gave them only grudging support 
(See *Conjunctivc adverbs ) 

4. Compound-complex. Since one or more of the coordinate 
clauses of a sentence can be modified by subordinate clauses, we have 
the category of compound-complex sentences^ 
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Concrete words 


He was an old man with a long beard, whose clothes were rags, but Mr 
Kiddle had all the way wished to tell someone how proud he was o£ Ada, 
who did the running, so he was glad to have even a tinker to talk to — F 
Powys, Mr Weston's Good Wine, p 66 

This sentence has three mam clauses (making it compound) He 
was an old man . but Mr Ktddle had all the way wished . . . 
so he was glad to have . , and three subordinate clauses (making 

It compound-complex) whose clothes were rags, how proud he was 
of Ada, who did the running. 

In current style there are more compound<omplex sentences than 
compound ones 

Compound subject Two or more elements standing as the subject 
of a verb are called a compound subject 

Capitalists, mtlitansts, and ecclesiastics co-operate in education, because all 
depend for their power upon the prevalence of emotionalism and the rarity 
of critical judgment — Bertrand Russell, What I Believe, p 53 

The verb following a compound subject is usually plural. 

Christianity and humanity have gone hand in hand throughout history 

Some special cases are described under ^Subject and verb § 2b. 

(See ch 4, “Compound subjects,’ p 105 ) 

Compound words Compound words are combinations of two or 
more words doorhjiob, notwithstanding, quarter-hour, father-in- 
law, drugstore 

Questions about the use of the hyphen in compound words are 
discussed in ^Hyphen, and questtoAs about their plurals in ^Plurals 
§ 5 See also ^Group words, *book 

Concluding paragraphs Correction: Revise the very end of your 
paper so that it rounds out the discussion of your subject and so 
that the paper ends strongly. 

For discussion of concluding paragraphs and examples, see 
Chapter 7, “Concluding paragraphs,” page 198 

Concrete words Correction: Replace the abstract word or words 
by concrete ones. 

Concrete words name persons and things that can be seen and 
touched {bus, waitress, filing case), in contrast to abstract words 
for acts, ideas, qualities, relationships {flowing, theory, cleanliness). 

For discussion see Chapter 11, “Concrete Words,” page 319, and 
Chapter 12, “Abstract and concrete words,” page 341; see also 
♦Imagery. 
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Conditions 


Conditions Conditional clauses state a condition or action neces- 
sary for the truth or occurrence of the mam statement of a sen- 
tence. If IS by far the most common conjunction for conditional 
clauses, with its negatives tf not and unless {=^tf not), and whether 
( = tf tf, tf . or tf). In formal writing tn case, provided, 
provided that, on condition that, tn the event that, and other phrases 
are used 

1. Simple conditions. Simple (or practical) conditions are state- 
ments ot actual or reasonable conditions under which the mam state- 
ment will hold The indicative (ordinary) verb forms are used 

If the semaphore arm is hotizontal, you know that a tram is in that block 
of track 

He will be there unless something happen^ to hts car, 

Whethei he comes ot not^ I shall go just the same 

An older type ot condition survives m some proverbs* 

Spare the rod and spoil the child (If you spue the rod, you will spoil the 
child ) 

In speech, we often express condition by a compound sentence 

You just try that and you’ll be sorry 

2. Less vivid conditions. Less vivid (theoretical or hypothetical 
but still possible) conditions are usually made with should 
would or with the past tense 

If he should taise hts offer anothet $100, I w'ould take it 

Or If he taise d hts offer, I would take it 

If you revised your papers carefully, your writing would improve and 
would receive a higher grade 

3. Contrary to fact conditions. Conditions that cannot be met, 
contrary to fact conditions, formerly were stated with the subjunc- 
tive and still are m formal writing (sometimes even with a rather 
archaic inversion). The indicative is increasingly used m this type 
of condition 

General If I was going to be there. I’d be glad to help 

Formal If I were you, I would charge at least that 

General* If I had known what I do [or know] now, I should [I’dJ never 
have let him go 

Formal Had I known what I now know, 1 should never have let him go 

General If he was only here, he . 

Formal If he were only here, he . . 

(See also *if, ^Subjunctives Reefrences Curme, Syntax, pp 317-32, 421*29, Fries, 
pp 104-107, Jespersen, p 254 ff ) 
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Conjunctionsy Use 

Conjugation The inflectional changes and phrasal forms of a verb 
or a group of verbs of the same type to show person, number, voice, 
mood, and tense. See *Verbs, *Tenses of verbs, ^Principal parts 

Conjunctions Conjunctions introduce and tie clauses together and 
join series of words and phrases. In this Guide-Index conjunctions 
are discussed according to their conventional types 

^Coordinating (and, but, fot, etc ) 

^Correlative (either ot, not only but, etc ) 

^Conjunctive adverbs (however, therefore, consequently, etc ) 
*Subordinating (as, because, since, so that, when, etc ) 

There are also articles on many of the particular conjunctions: 
*althoughy *andy *asy ^because, *buty and so on The article *Con- 
tact clauses discusses joining clauses without connectives, pages 253- 
257 discuss in detail contact clauses and comma faults 

Obviously the difference between certain coordinating conjunc- 
tions and the conjunctive adverbs is slight, and often in use the 
difference between subordinating and coordinating conjunctions 
cannot be reasonably seen The meaning of these words is more 
important than their type Professor Fries says 

The difficulty of finding i reasonable set of criteria by which to separate 
coordinate from subordinate clauses and thus coordinating function words 
from those that are suboidinating» argues that, in English, this distinction is 
really of practically no importance Each of these function words signals a 
particular set of relationships between the clauses which it joins and the 
precise nature of the relationship is vitally important Whether we further 
classify that relationship as a “cooidinate” or a “subordinate” one makes no 
difference whatever — Anuncan bnglish Grammar Copyright 1940, 
Appleton-Century-Crofis, Inc 

But until the studies of conjunctions are more generally accepted, 
It IS perhaps advisable to follow the conventional groupings for 
purposes of reference. 

( Reference Fries, pp 206-40, all grammars have discussions ) 

Conjunctions, Use Correction: Make the conjunction marked 
more accurate (§ 1) or more appropriate to the style of the pas- 
sage (§ 2). 

1. Accurate conjunctions. 2. Weight. 3. Repetition of conjunc- 
tions. 4. Coordination vs. subordination. 

1. Accurate conjunctions. The fitting together of clauses marked 
by an exact use of conjunctions is a sign of mature, practiced writ- 
ing. In everyday speech we get along with a relatively small 
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Conjunctions, U$e 

number — andy buty sOy wheriy and a few others. We don’t bother 
to emphasize shades of meaning and exact relationships, which are 
suggested by pauses, tones of voice, gestures. In writing, accurate 
connectives go a long way toward making up for the loss of these 
oral means of holding ideas together 

Accurate use of conjunctions needs to be stressed. There are some 
easy temptations, like using but when there is no contrast between 
the statements (see *but § 2) Some conjunctions vary in definite- 
ness of meaning As means because y but means it very weakly (*as 
§ 4) ; * while may mean although or whereasy but the core of its 
meaning relates to time Such niceties in the use of these words are 
discussed in the articles on the particular conjunctions 

2. Weight. It is important for the conjunctions to be appro- 
priate to other traits of style Their weight should fit with the weight 
of other words and with the formality or informality of con- 
structions. 

The most common fault in weight of conjunctions has to do with 
the ^conjunctive adverbs {however y there jorey consequently . ) in 
ordinary, informal writing These words are heavy and fit best in 
rather formal style. But and however y for example, both connect 
statements in opposition, but one cannot always be substituted for 
the other But fits in all levels, but however is often too formal or 
too heavy for informal writing 

The entiancc and registration desk didn’t strike me as beautiful From here, 
however, I went upstairs and then I could see what they meant (But from 
here ) 

The English language has a number of long connecting phrases 
that will weaken a written style when used in place of shorter, more 
compact conjunctions 

At that time football was distincUvely a military pastime in Rome tn the 
same manner tn which [better as] polo is among the soldiers today 
(See ^Conjunctive adverbs and ^Function words ) 

3. Repetition of conjunctions. Repeating a conjunction at the 
beginning of each element of a series gives distinctness to each ele- 
ment, avoids possible confusion, and gives the advantages of clear cut 
^parallelism This is more characteristic of formal writing and often 
gives a definite rhythm 

designs of spears and shields and bastions and all the pomp of heraldry 
— Norman Douglas, Siren Land, p 152 

For these five days and nights die Australians lived and ate and slept in 
that gallery of the mine of death, — John Masefield, Galltpolty p 165 
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Conjunctive adverbs 

In opposition to this, omitting and before the last member of a 
short series results in a crisp emphasis 

High vacuums arc essential not only to the distillauon o£ vitamins but also 
in the manufacture of thermos bottles, radio tubes, X-ray apparatus, [ ] 
electric lamps — Time, Nov 28, 1938 
(See *Scrics, *Telegraphic style ) 

4. Coordination vs. subordination. For discussion of this phase 
of the use of con) unctions see ^Subordination and Chapter 9, “Com- 
plex sentences,” page 257 

(RufRLNCEs Kennedy, $*5 56 and 110, Curme, Parts of Speechy ch 7, and Syntax, 
$<^19 and 21, and index references ) 


Conjunctive adverbs 1. A number of words primarily adverbs are 
used also as connectives They are called confunettve adverbs (or 
tt ansitional adverbs^ or tllatwe conjunctions) Their adverbial mean- 
ing remains rather prominent, so that they are relatively weak con- 
nectives and need special discussion Used between clauses they are 
regarded as making compound sentences The most common are: 


accordingly 

*also 

anyhow 

anyway (colloquial) 
* besides 
consequently 


furthermore 

* hence 

* however 
indeed 
likewise 
moreover 


•namely 

nevertheless 

(*so) 

still 

•then 

•therefore 


Adverb No campaign, however violent, could make him vote 

Conjunction The results were poor, howevei we were not surprised 

Adverb The lights were not yU turned on 

Conjunction He had been appointed by the governor, yet he did not 
support the party’s policies 

2. Weight and use. The important fact about the conjunctive 
adverbs is that most of them are relatively heavy connectives With 
the exception of so they are most appropriate in formal writing and 
in rather routine, stiff exjxisition, but are not so appropriate m 
informal writing. They are now more used to connect the thought 
of separate sentences than the thought of clauses within the same 
sentence. 

One of the duties of theme readers is to remove these stilted con- 
nectives from the ordinarily simple and straightforward writing 
of students (They probably appear as a result of school exercises in 
the use of semicolons ) Note these appropriate and inappropriate 
uses: 

It IS, therefore, unfortunate that at a time like the present, which plainly 
calls for a Socrates, we should instead have got a Mencken [Appropriate, as 
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connected withy in connection with 

IS suggested by the formal sentence structure, connects with thought of 
preceding sentence] — Irving Babbitt, On Being Creative^ p 205 
Herr Zweig has gone to quite a bit of trouble to pad out his story, which 
IS hardly rich or complex enough to bear the weight of a full-dress biograph\ 
Also^ he talks a great deal about “Destiny,” that convenient item of verbal 
idiocy by the use of which Teutonic biographers live and have their ver\ 
being {And would do at least as well as also | — Clifton Fadiman, Tht 
'New Yorl{er, Dec 5, 1938 

When morning came, however^ I was still sick, yet^ when the bugle blew, 

I got up Consequently, I looked very white at breakfast (Connectives miitli 
too heavy for the material and context ) 

3, Position. Conjunctive adverbs are often placed within their 
clauses instead of at the beginning This helps take the initial 
stress from them and gives it to more important words. When thev 
are so placed, they are usually set off by commas as in the sen- 
tences in § 2 above 

4. Punctuation. The conventional rule of editors is that a clause 
introduced by a conjunctive adverb is pieeeded by a semicolon This 
IS generally true, but with so a comma is sufficient. 

The whole forenoon had been a complete bore, fo we wanted to make sure 
that we had a good time after lunch 

The advice sometimes given to strengthen so and then by adding 
and {''and so we wanted to make sure ”) is usually wrong, since 
and adds nothing to the meaning of the connective If the illustra- 
tive sentence above was to be really improved, it could be written 

lilt whole forenoon had been such a complete bore that we wanted to 
make sure we had a good time after lunch 

connected with, in connection with Wordy locutions, usually 
for in or with 

I he social life in connection with a fraternity [in a fraternity] will be 
something you have never experienced before 

Connectives See *Conj unctions and ^Prepositions and the articles 
there referred to See also Chapter 7, “Connection within para- 
graphs,” page 191 

Connotation The connotation of words — their overtones, the mean- 
ings and values that are suggested rather than definitely expressed 
in their dictionary meanings — is discussed m Chapter 11, “Conno- 
tation,” page 322, and in Chapter 12 

considerable— considerably In speech there is a tendency not to 
distinguish the adverb considerably from the adjective considerable. 
The following are correct: 
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Contact clauses 


The night crew came on and that helped considerably (Adverb modifying 
helped) 

The night crew was of considerable help (Adjective modifying help) 

Consistency See Chapter 3, especially “Appropriateness to speaker 
or writer,” page 84, Chapter 4, “Consistent constructions, page 116; 
Chapter 12, page 347 (consistency in figures of speech) 

Consonants In a consonant sound the breath is either restricted or 
stopped — as contrasted with vowel sounds, which are made with less 
friction and with fuller resonance The letters representing conso- 
nant sounds are called consonants by r, dy /, g, A, ;, /, w, «, p, 

qy r, Sy ty Vy Wy Xy Z. 

This Index has a brief article on each of these letters and on 
some letter combinations (y/i, thy wh . See also ^Pronunciation, 
^Doubling final consonants, "^Division of words 

Construction Correction; Revise the obvious fault or inconsistency C 
in grammatical construction. (For some of the commonest gram- 
matical slips see Chapter 4 ) 

Construction means the grammatical setting of a word in a sen- 
tence or a group of words in grammatical relationship to each other 
In the hlac\ caty the is an article, and blacl{ an adjective, both modi- 
fying the noun cat, the phrase as a whole is a construction A gram- 
matical pattern may be spoken of as a construction, as in the phrases 
sentence construcUonSy patallel constructions 

contact The objections to “Will you contact Mr Hubble^” and so 
on, rest on the fact that the use came out of salesmanshi}:) — and many 
people have unpleasant associations with being “contacted” or with 
brokers’ “contact men ” Others object to using business terms in 
non-business contexts T he boy who wrote on an examination that he 
was “glad to have contacted Dostoievsky in the course” was using 
a word inappropriately 

Contact clauses Two or more clauses of a sentence that stand to- 
gether without a specific connective between them are known as 
contact clauses 

Many coordinate sentences are in the form of contact clauses, 
as in the famous “I came, I saw, I conquered” or in “But in him 
the pretence is justified he has enjoyed thinking out his subject, 
he will delight m his work when it is done” (Max Beerbohm, Yet 
Agamy p 77) Clauses which in meaning seem subordinate may also 
be set beside the mam clause without connecuve. 

, and Soames lowered his eyes, he did not want to embarrass the girl — 
John Galsworthy, Swan Song, p 103 
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confenfy contents 


Give your decision, it will probably be right But do not give your reasons, 
they will most certainly be wrong — Bernard Hart, The Psychology of 
Insanity 

This very old type of sentence has been outlawed in the past by 
prescriptive grammar, though never quite abandoned by writers. 
In recent years it has re-emerged into literature from speech, where it 
is and always has been a natural and common form of expression. 

Contact clauses have a definite bearing upon one of the peren- 
nial problems of writing, the “comma fault,” since many clauses 
put together without expressed connectives are really expressive as 
they stand and need none They are especially common and effec- 
tive in rapid narrative where specific labeling of causes and results 
would slow up the movement, as in the sentence )ust quoted from 
Galsworthy They are less common in straight exposition but occa- 
sionally occur Many, of course, are the result of carelessness but 
many also, as these examples suggest, are a symptom of a rapid and 
natural style. Deciding on the effectiveness of contact clauses is 
one of the more difficult problems of students and teachers 

(Successful and unsuccessful contact clauses are discussed fully in ch 9, “Run-on 
sentences,” pp 252-57 References Curmc, Syntax^ pp 170-73, Jespersen, pp 
360-61 ) 

:onfent, contents Adjectwes The rather formal content (He 
would be content with less) and the more common contented (He 
would be contented with less) are stressed on the second syllable 
kantent', kanten'tsd. 

Nouns As a noun, content is used more as an abstract term (the 
content of the course) and in amounts (the moisture content), 
contents is rather more concrete (the contents of the box, the con- 
tents of the book). The nouns are pronounced kon'tent, kon'tents, 
kon tent' and k^n tents' arc British. 

Context The context is the discourse that surrounds a word or 
passage that is being separately discussed • “The word sounds insult- 
ing, but in Its context it could not possibly give offense ” 

1. The context is tremendously important in giving actual mean- 
ing to words What, for instance, does the word chec\ mean^ By 
Itself no one can tell even whether it is noun or verb or adjective, 
much less which of the forty senses of the word is meant. Yet in 
actual use, in definite contexts, it gives no trouble: 

They were able to ch€c\ the fire at the highway. 

The treasurer’s books chec\ with the vouchers 
He drew a ch€c\ for the entire amount 
The tablecloth had a red and white cheeky. 
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Contractions 


He moved his bishop and proclaimed "'Checkj'* 

With difficulty he held his temper in chec\ 

He had the check, list on the desk in front of him 

And so on. Check has more senses than most English words, but 
a very large proportion have more than one so that their exact mean- 
ing must be gathered from the context — and ordinarily it can be 

2. Statements of ideas depend for full understanding upon the 
context in which they stand, and in quoting or alluding to a writer’s 
thought we should be careful to take the context into account 
Cardinal Newman’s definition of a gentleman as a man who never 
inflicts pain is often referred to as though it represented Newman’s 
ideal — but in its context {The Idea of a University^ Discourse viii) 
he was showing that this gentleman is all very well but without 
religious conviction he falls far short of being an ideal type. Taking 
care that allusions and quotations are true to the context in which 
they occur, that they really represent the ideas of their authors, 
is one mark of a careful writer 

(Sfe ch 11, “Connotation from context,” p 323, and “Unfair or unintended 
connotation,” p 327 ) 

continual, continuous Continual means “frequently or closely re- 
peated,” with little or no time between 

Dancing requires continual practice 

He continually interrupted the lecture with foolish questions 

Continuous means “without interruption,” “unbroken” 

A continuous procession of cars passed during the hour 

He has been continuously in debt for ten years 

But He is conunually running into debt 

Continuity See Chapter 8, “Continuity” (in paragraphs), page 225 

Contractions Correction: The contraction marked is mappropriate 
to the style. Use the full form. 

Since contractions are words from which an unstressed syllabic 
IS dropped in speaking, they obviously belong to spoken English 
and to familiar and colloquial types of informal written English. 
Contractions are ordinarily out of place in treatments of dignified 
subjects and in a formal style, whether in routine exposition (as in 
academic papers) or in more literary compositions. 

In informal English the fitness of a contraction is usually deter- 
mined in part by the naturalness with which it falls into place, in 
part by the rhythm: 
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Contrary to fact conditions 

I didn’t always appreciate French ccx)king myself It tasted all right, but it 
was dainty and there wasn’t much of it — Clarfnce Day, Life With Fathef, 

P 11 

Did not and was not would slow up the movement slightly. 

Contractions are absolutely necessary in reporting most *con- 
versation and in writing dialog for plays and stories. 

“Your mother has the damnedest number of friends I ever heard of,” said 
Father “She’s everlastingly meeting some old friend or other wherever she 
goes I never see people I know when I’m traveling But there isn’t a city in 
Europe where your mother wouldn’t spot a friend in five minutes ” — 
Clarence Day, Life With Father, p 114 

The apostrophe ordinarily stands m the place of the omitted 
letter or letters {doesn't, cant, shouldn't, he's), though only one 
apostrophe is used in shan't, won't, and ain't. Some experimental 
writers, like George Bernard Shaw, have dropped the apostrophe 
from the common contractions That seems a sensible practice in 
the contractions of not {shant, doesnt). But a few contractions 
would, without the apostrophe, look like other words (77/ — ill, 
he'll — hell, we're — were). 

Contrary to fact conditions See ^Conditions § 3, ^Subjunctives 

contrast For the word, see ^compare — contrast For contrast as 
a paragraph relationship, see Chapter 7, “Comparisons and con- 
trasts,” page 177. 

Conversation It is harder to write natural and convincing conver- 
sation than most people who haven’t tried it will suppose. But 
conversation is necessary, not only in stories and plays but in many 
expository articles, to add interest and to keep the material in close 
touch with actual experience by giving glimpses of people and dram- 
atizing facts. Popular exposition (magazine articles) needs anec- 
dotes or small scenes with people discussing or illustrating the ideas 
of the article; and in giving a portrait of a person it is almost nec- 
essary to let the reader hear him speak. 

Most amateurs make conversation sound like their own writing; 
in fact, they merely put quotation marks around their own words 
A little observation of how people really talk will show that this is 
useless. The speeches should, above all, show the words and con- 
structions of ^colloquial English, of the English spoken by the kind 
of person represented, not the more formal turns of typical written 
English. It should show the contractions, clipped expressions, and 
casual grammar of everyday speech. The first step m learning to 
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Conversation 


write good conversation is to observe how you talk yourself, and 
how others talk. 

A speech or two may be worked into a paragraph, as in this anec- 
dote, to give It life as well as to carry the point 

All the newspapers sent photographers to the Shinnecock reservation near 
Soutliampton to get pictures of the recent Indian powwow One brisk little 
cameraman took a series of shots of a ceremonial dance, then approached 
one of the dancers with pad and pencil to get data for the captions “That 
dance you was just doing,” he said, “what do you call it?” “Do you mean 
the solo dance?” asked the brive “Yeah,” said the cameraman “What’s 
that in English ?” — The New Yorl^ery Oct 27, 1938 

Though written conversation is based on real speech, it isn’t a 
literal reproduction of it Not even realistic novelists give all of 
their lustier characters’ profanity and vulgarity (See ^Profanity ) 
It IS not necessary to present completely the grammar of vulgate 
English if It IS clearly suggested, if obvious literary and formal 
constructions are avoided, and if the general sentence movement 
IS oral Nor is it necessary to suggest the pronunciation exactly A 
lew g’s dropped, a few local vowel sounds respelled are better than 
a page speckled with apostrophes and distorted spellings. The latter 
usually attract more attention to themselves than they deserve and 
hinder the reading The point is to suggest rather than reproduce 
the effect of speech 

Most writers like to see, occasionally, how close they can come to 
reproducing speech, but this passage shows the cost in conspicuous 
spellings. 

Sure,” I says “It’s out in Beiisonhoist Yuh take duh Fourt’ Avenoo 
express, get off at Fifty-nmt’ Street, change to a Sea Beach local deh, get off 
ii Fighteent’ Avenoo an’ Sixty-toid, an’ den walk down foeh blocks Dat’s 
all yuh got to do,” I j>ays 

“G’wan!” some wise guy dat I nevch seen befoeh pipes up “Whatcha 
talkin’ about?” he savs — oh, he was wise, y’know “Duh guy is crazy! I tell 
yuh what yuh do,” he says to duh big guy “Yuh change to duh West End 
line at Toity-sixt’,” he tells him “Get off at Noo Utrecht an’ Sixteent’ 
Avenoo,” he says “Walk two blocks oveh, foeh blocks up,” he says, “an you’ll 
be right deh ” Oh, a wise guy, y’know 
“Oh, yeah?” I says “Who told you so much?” He got me sore because 
he was so wise about it “How long you been livin’ heah?” I says 
“All my life,” he says “I was bawn in Williamsboig,” he says “An’ I can 
tell you t’lngs about dis town you neveh hold of,” he says 
“Yeah?” I says 
“Yeah,” he says 

“Well, den, you can tell me t’lngs alx>ut dis town dat nobody else has eveh 
hold of, either Maybe you make it up yoehself at night,” I says, “befoeh you 
go to sleep — like cutun’ out papeh dolls, or somp’n ” 
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“Oh, yeah?*” he says “You’re pretty wise, ain’t yuh?” 

“Oh, I don’t know,” I says “Duh boids ain’t usin’ my head for Lincoln’s 
statue yet,” I says “But I’m wise enough to know a phoney when I see one ” 

“Yeah?*” he says “A wise guy, huh? Well, you’re so wise dat some 
one’s goin’ t’bust yuh one right on duh snoot some day,” he says “Dat’s 
how wise you are ” — Thomas Wolfe, From Death to Morning, pp 92-93 

Stage directions can help the reader visualize the scene, some- 
times catch tones of voice, and feel the emotions of the speakers, 
but it IS not necessary to label the speakers if it is clear from the 
words spoken who says them This fragment of a scene is self- 
explanatory 

“I’ve been thinking, Reuben, about what is best for you ” 

“You needn’t I’m all right” 

“I don’t like to leave you here alone ” 

“I’m not alone Susan will stay with me She told my grandmother so ” 

With a glance at the open door Deborah lowered her voice, but Susan 
caught the words 

“Are you happy with Susan?” 

“Of course I’m — I’m used to her ” 

“And you’re not used to me Is that it?” 

“I suppose so ” 

Deborah gathered herself together as one gathers himself for a first daring 
plunge into deep water. 

“You must know that I want to do all I can for you, Reuben I’m your 
mother after all You’re always welcome to come to Boston to stay witli 
me Your stepfather told me to tell you The schools are better theic, 
and it might be best for you ” 

Emboldened by his mother’s temerity, Reuben found his own voice 
Susan, listening, understood the cost of his words She could hear him 
drawing himself slowly up on the cane scat and against the back of his 
grandmother’s chair where he sat 

“Thank you, mother, and my stepfather, too But I’d rather stay here in 
my own house where I belong — Mary Ellen Chase, Silas Crockett, pp 
279-80 

The examples given in this article show the conventions of par- 
agraphing and punctuating conversation There are further details 
of these mechanics m ^Quotation marks. Books on the writing of 
fiction have discussions of writing conversation 

Conversion The use of a word generally found as one part of speech 
in the function of a different part of speech is called conversion 
a must book; a commercial (adjective as noun m sense of the adver- 
tising part of a radio program) ; in the \now 
(For discussion sec *Parts of speech $ 2 ) 

Coordinating conjunctions 1. The principal coordinating con- 
junctions are: ^andy *buty */or, nor (= and not), *or, ^yet. ^Only 
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Correlative conjunctions 

(rd come, only I have a class) and ^whtle (He’s an expert, while 
I know nothing about the game) and other connectives are used as 
coordinating conjunctions The ’“'conjunctive adverbs (therefore^ 
however^ and so on) are coordinating connectives, as are the ’“’correla- 
tive conjunctions {either or^ not only . but^ and so on). 

2. These conjunctions are used between words, phrases, clauses, 
or sentences It is important that the elements they connect should 
be equal in grammatical rank and substantially equivalent in 
thought 

Words books and papers, books, pamphlets, and magazines, sugar or salt 

Phrases in one ear and out the other 

Clauses I would venture to say that hts description is perfect ^ but that 
there are some who would not agree with that verdict — Bonamy DoBRiE, 
Modern Prose Style ^ p 69 

Independent clauses What they talk of was in the books, but there was 
the stimulus of personality — Arthur E Hertzler, The Horse and Buggy 
Doctor^ p 181 

3. For different effects of repeating or omitting conjunctions in 
a series see *Conj unctions, Use § 3 and *Series 

4. For coordination vs subordination see Chapter 9, “Compound 
sentences,” page 251, “Complex sentences,” page 257, and ’“'Sub- 
ordination For various uses of coordinating conjunctions see ’*^Con- 
j unctions, ^Clauses § 1, and articles on individual conjunctions 

Coordination The relationship between two or more elements of 
the same grammatical rank See ’“'Coordinating conjunctions § 2. 

Copula See ’“‘Linking verb 

Copy Manuscript before printing is copy For points of form see 
’“‘Typewritten copy and Chapter 1, “Preparing the manuscript 
page 20. 

Corrections in copy For suggestions about making corrections in 
manuscript see Chapter 1, “Corrections in copy,” page 22. 

Correlative conjunctions 1. Some coordinating conjunctions are 
used m pairs. 

both and cither or neither nor not so as 

not only but [but also] whether or 

2. Except either ,,, or and both . . . and^ these correlative con- 
junctions are slightly formal, showing a more conscious sentence 
planning than is common in familiar or informal English 

Not only was the water muddy, but it had tadpoles swimming in it 
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3. Since these correlatives are coordinating conjunctions, the 
elements they connect should be of equal grammatical value 

Nouns He said that both the novel and the play were badly written 

Adjectives He must have been either diun\ or crazy 

Phrases They can be had not only tn the usual sizes but also in the 
outsizes 

Clauses Whether the sale was for cash or a mortgage was given, u 
seemed too much to pay. 

(Reference Lillian Mermin, “On the Placement of Correlatives in Modern En;?* 
lish,’* American Speech, 1943, 18 171-91, and 19 66-8 For number of verb in con- 
structions with or, see *Subject and verb ^ 2b, and as a reference, Dorothy J Hughes, 
College English, 1941, 2 697-99 ) 

could See *can — may (could — might) 

Counter words Words that are used more frequently than their 
exact meanings warrant have been called counter words. They are 
especially words of general approval or disapproval Their use is a 
matter of fashion and is related to slang, except that they are ordi- 
nary English words and lack the element of surprise that good 
slang has. In Elizabethan times fair was such a word; recently 
}{een^ delicious^ definitely have had such currency In ordinal y 
speech cute^ fierce^ fine, grand, lousy, lovely, gorgeous, poo/ are 
samples, and in more reputable circles words like creative, dynamic, 
vital, and often epithets like red, radical, fascist, conservative, leac- 
tionary are used as vague expressions of like or dislike without 
regard to more exact meaning. 

In advertising and other more or less forced writing supe/', 
•conscious (we are air-conscious, flower-conscious, defense-conscious 
by turns), -conditioned, and at the moment streamlined, bottle- 
neck, propaganda are all counter words They are appropriate in 
colloquial English (in which certainly has the sense of yes^ but 
seem out of place in serious writing 

Today, the halfway spot in the two- week streamlined fair . . . 

Again, their spirit may be irrevocably broken, their lives turned into a 
streamlined hell. 

couple 1. Couple means strictly two persons or things associated 
in some way, typically as in “a married couple.” Colloquially it is 
equivalent to the numeral two* a couple of pencils. 

2. This colloquial usage has resulted in frequent omission of 
the following of 

He*d had a couple drinks 1*11 be gone only a couple days* 

A couple boys were throwing stones at a dog. 
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This clipped idiom is finding its way into print in informal or 
adventurous writing 

At seven the next morning, a couple [ ] members of the cast, which had 

sat up to get the reviews, broke into his room screaming “It's historic — 
The New Yorl^er, Dec 30, 1933 

Course names In general discussions, only the names of college 
subjects that are proper adjectives (the languages) are capitalized: 

He studies algebra, history, chemistry, German, English literature, and 
the rest without seeing that these are really just the pieces in a great picture 
puzzle which, if assembled, will reveal the image of the whole woild 

In writing a list of courses including one or more of these proper 
adjectives, it is possible to capitalize them all for consistency (and 
courtesy), though the distinction would usually be kept, as in the 
first example: 

My program is biology, chemistry, European history, English composition, 
and French 105 

My program is Biology, Chemistry, European History, English Composi- 
tion, and French 105 

In referring to the various departments of an institution, all 
names would be capitalized 

the Department of Applied Psychology the Department of History 
the English Department the School of Biological Sciences 

In newspaper style depat tment and school would probably not be 
capitalized when they follow the proper name. 

Current English See Chapter 2, “Current English,” page 57. 

curriculum Curriculum still has the Latin plural cuntcula, though 
cutrtculums is becoming common The adjective is curricular^ and 
the compound with exit a is oidinanly written without a hyphen: 
extracurriculai Curriculum is coming to be used as an adjective: 

and his extra-curriculum influence on their morals and manners — 
R M Hutchins, Harper's Magazine, Oct 1936 

Curves A name for the punctuation marks (). See ^Parentheses, 

Besides its typical sound as in dtCy do, addicty pod^ addle^ 
d represents t when it follows the sound of /, py or s in the same 
syllable. asl{^ed (askt), blessed (blest, but blessed), /(tcl{ed (kikt), 
raced (rast), telegraphed (tel'a graft) . 
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Dangling modifiers 

Before an unstressed / or y sound, d sometimes becomes ; gran- 
deur (gran'jar), soldier (sol'jsr) This pronunciation is especially 
common in vulgate English and explains in'j^n {Indian)^ ime'jit 
(immediate — generally so pronounced in British English), and local 
extensions of the sound to stressed u syllables* joo'ti (duty), 

Z) is a strong sound and besides being the opening sound of a 
number of words of mild profanity begins many words of a negative 
meaning, defeated, dejected, dilapidated, disappointed, disaster, dis- 
tressed (Compare *T ) 

Dangling modifiers See *Misrelated modifiers and Chapter 4, 
“Verbid phrases,” page 112. 

Dash 

1. To mark sharp turn in thought. 2. Before added phrase, 
i. Between compound clauses. 4. To enclose parenthetical state- 
ments. 5. Overuse. 6. With other marks. 7. Double dash. 8. En dash. 

Three dashes of varying lengths are used in printing - (en dash), 
— (em dash, the usual mark), and (2-em dash). On the type- 

writer use a hyphen for the first, two hyphens not spaced away from 
the neighboring words for the usual dash, and four hyphens for the 
long dash. 

The em dash, the one we have in mind when we say just dash, 
has aroused more discussion and more violent feeling than punctua- 
tion seems to deserve. Some textbooks and some publishers forbid 
Its use generally, while others specify minute shades of meaning 
which they believe it indicates Some writers rarely use it Others, 
especially in matter not intended for publication, use it at the ex- 
pense of other marks 

A dash is roughly equivalent to a comma, that is, it separates units 
within a sentence, but if used sparingly it suggests a definite tone, 
usually a note of surprise, an emotional emphasis From a strictly 
logical point of view some other mark could always be substituted 
for a dash, but there would be a difference in movement and sug- 
gcstiveness in the sentence. At its best it is a rather abrupt and em- 
phatic mark. (See Chapter 5, “Dash,” page 148 ) 

1. To mark sharp turn in thought. The most typical use of the 
dash IS to mark a sharp turn in the thought or construction of a 
sentence: 

Of course, there is one place safe from lawyers — m heaven — Arthur E 
Hertzler, The Horse and Buggy Doctor, p 134 
The danger of using terms like “romanuc” and “classic” — this does not 
however give us permission to avoid them altogether — does not spring so 
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much from the confusion caused by those who use these terms about their 
own work, as from inevitable shifts of meaning in context — T. S Emor, 
After Strange Gods, p 27 

2. Before added phrase. A dash is often used before an inserted 
or added phrase, usually one that summarizes what has just been 
said or that gives contrasting or emphasizing details of what has 
been said, or often a striking apposition This dash has the force of 
a vigorous comma 

The waiting, the watching, the hundreds of small necessary acts about 
the sickroom — all this was past 

The elements of every story are these five character, incident, nature, fate, 
and milieu — the social, historical, vital background — D H Parker, Principles 
of Aesthetics, p 236 

but they initiated a process that has culminated in the one indis- 
putable achievement of post-War poetry — its catholicity of diction — F W 
Bateson, Poetry and Language, p 120 

He [the Englishman of the 1870*s and 80's] was strongly in favor of 
peace — that is to say, he liked his wars to be fought at a distance and if 
possible, in the name of God — George Dangerfield, The Death of Liberal 
England, p 7 

3. Between compound clauses. A dash is often used between two 
compound clauses of a sentence, for abrupt separation* 

The “womanly” woman became as obsolete as the buggy The nurse 
must tend the children, the cook must order the meals — life must be spec- 
tacular, not frittered away in little household dullnesses — Irene and Allen 
Cleaton, Bool{s and Battles, p 92 

4. To enclose parenthetical statements. A dash is sometimes used 
to enclose parenthetical statements that are more informal than a 
parenthesis would indicate, separating the expression from the con- 
text more than a comma but less definitely than parentheses 
would ' 

The general effect upon readers — most of them quite uneducated — is 
quite different from what the serious messiah intends — T S Eliot, Aftei 
Strange Gods, p 36 

While books were being stricken from the lists with such alarming in- 
clusiveness — so that Mencken was provoked to remark, “It is possible for 
anyone to have a book suppressed in Boston merely by advancing the idea 
I wager I could suppress four books in as many minutes if I should go to 
Boston and make the effort” — while this deplorable state of affairs existed, 
the “art” magazines that were being chased out of many less Puritan cities 
remained unmolested on Boston newsstands — Irene and Allen Cleaton, 
Boo^s and Battles, p 77 

5. Overuse of dashes detracts from their special quality and 
proves that they are, as Mr. Dobr^e says, “a sandy joint.” 
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data 


She [Marlene Dietrich] was turned into a static image of lorelei charm, 
frozen in a lovely pose — and to bring that image again to life, there seems 
to be no proposal except to point again to its over-publicized legs, and its — 
by this time — rubber-stamp “allure ” 

(SEt also *School^irl style ) 

6. With other marks. Formerly a dash was often combined with 
other marks, especially with a comma or a colon, but recently this 
use has declined. The dash adds nothing m the salutation of a letter 
{Dear Sir — means no more than Dear Sir ) and adds a displeasing 
mark to the page. Within sentences the old comma-dash combina- 
tion has very generally disappeared also, so that now we find either 
a comma, or if a desire for emphasis makes it useful, a dash 
alone 

7. Double dash. Besides being used in some arbitrary places 
prescribed by particular publishing houses, the 2-em dash is used 
chiefly as an end stop m dialog when a speech is interrupted 

. I can*t say, of course, whether or not my layman’s logic adds lustre 
to the gladsome light of jurisprudence ** 

“Your reasoning is consistent as far as it goes,” cut in Markham tartly. 
“But It IS hardly complete enough to have led you directly to the linen-closet 
this morning” — S S Van Dine, The Greene Murder Ca^e, p 220 

“Harvard Club You ” The sap, the hopeless sap — Sai ly Benson, 

People Are Fasemattngy p 30 

8. En dash. A writer does not need to worry about the en dash, 
slightly longer than a hyphen, but printers use it between inclusive 
figures {1837-1901) and instead of a hyphen when one or both ele- 
ments of an expression ordinarily requiring a hyphen are made up of 
two words the New Yorf(-Bar Harbor expre^^s 

(Reference Summey, pp 101-04) 

data Pronounced da'ta or sometimes dat'a or (affecting Latin) 
da'tD 

Strictly data is a plural, with a little used singular datum. Its 
meaning is actually collective and may sometimes stress a group of 
facts as a unit and so be used with a singular verb When it refers 
to the individual facts, data is used with a plural 

Singular idea: The actual data of history consists of contemporary facts 
in the form of remains and documents — Morris R Cohen, Reason and 
Nature^ p. 381 

Singular idea* Data concerning measurement of social attitudes has been 
included in the next chapter . — Luella Cole, Psychology of Adolescence, 
p. 102 

Plural idea When the data have been secured the task is to analyze, to 
sift, to select and to arrange those data which bear upon each particular 
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phase of the object or event examined until at the end the scientist has 
what one might call a logical construct — G D Higginson, Fields of 
Psychology, p 10 

Either possible These data are [This data is] unpublished 

The singular verb can be safely used in any but the most formal 
writing 

date Informal and colloquial for “appointment, engagement” (I 
had a date for that evening), slang and familiar in the sense of 
“person with whom one has an engagement” (After all, she was 
his date) Blind date is one of the more useful and economical 
colloquial expressions, expressing in two syllables something that 
would take several words to express m formal English 

Dates Unless you have good reason for some other form, write dates 
in the common method August 19, 1950 The form 19 August 195(1 
IS increasingly popular (partly as a rcstilt of its use by the armed 
services) and has a small advantage in that it makes a comma un- 
necessary 

Never write the year out in words except in formal social an- 
nouncements, invitations, etc Expressions like “January in the year 
1885” are wasteful January 1885 is enough 

If saving space is important, or in business or reference writing, 
months having more than four letters should be abbreviated 

Jan Ftb Mar Apr Aug Sept Oct Nov Dec 

In familiar and informal writing, figures are convenient* 8/19/50, 
11/27/52 (In England and other countries the day of the month 
is usually put first 27-xi-52 

Iktter style now usually omits the nd, th from the day of the 
month May I rather than May 1st, September 17 rather than 
September 17th 

In formal style the day of the month may be written in words 
when the year is not given (September seventeen or September 
seventeenth). 

Roman numerals are rarely used for the year except for decora- 
tion, as on the title page of a book. 

(See •Numbers $ H, *Letters, •Social correspomlcnce ) 

Dative case English has no form for the dative case. A noun in a 
construction that in another language might have a dative is in the 
common case form and a pronoun is in the accusative case form. 
Usually we have a phrase made with ro, for, or on. (See ’•^Objects, 
§ 2 .) 
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Deadwood 

Deadwood Correction; Remove tlie meaningless word or words, 
revising the sentence if necessary. 

Deadwood is a convenient label for a type of ^wordiness in which 
a word or phrase adds nothing at all to the meaning of the state- 
ment 

In many cases students [Many students] have profited by this 
He was a handsome [looking] man 

The book is divided into various sections, all dealing with [the matter of] 
unemployment 

Many phrases of this sort make writing flabby and are a mark of 
amateur or careless writing 

(For further examples and discussion, see ch 10, “Sentence economy,” p 284, and 
*casc ) 

Declarative sentences A declarative sentence makes a statement 

The day that war was declared saw a complete overturn in many people’s 
opinions 

Considerably over nine tenths of the sentences that we speak and write 
are declarative 

(See articles on ^Simple, ^Compound, and ^Complex sentences ) 

Declension Change of form of nouns (and in many languages the 
form of adjectives and participles also) to show number (singular 
or plural) and case (nominative, genitive, dative, accusative) De- 
clension plays a relatively small part in English grammar 

(See *Casc, the articles on the various cases, ^Plurals, and the articles referred to 
there ) 

Deductive order See Chapter 1, “Planning the paper,” page 14, 
and Chapter 8, “Support paragraphs,” page 220. 

Definite article See *the 

definitely Definitely is one of the most frequently misspelled words. 
Remember there is no a in it and associate def i m tion with def i «itc 
and defimtely. 

At present definitely is overused as a ^counter word to give em- 
phasis or in the sense of “certainly, quite” (I will not do it, defi- 
nitely; He was definitely worse than usual; She definitely disap- 
proves of those methods) instead of in its exact sense of “clear cut, 
in a definite manner.” 

Definitions For definition, as paragraph material, see Chapter 7, 
“Qualifying statements,” page 178. 
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Demonstrative adjectives and pronouns 

Degree (of adjectives and adverbs) See ^Comparison of adjectives 
and adverbs. 

Degrees Ordinarily a person’s academic degrees are not given with 
his name except in college publications, reference works, etc When 
used, they are separated from the name by a comma, and in campus 
publications are often followed by the year of granting 

Harvey J Preble, A B Harvey J Preble, A B ’08 

James T Thomson, M A James T Thomson, A B ’21, A M ’24 

William C Riley, PhD, MD 


As a rule, except in reference lists, only a person's highest degree 
in each academic or professional field need be mentioned 

If the institution granting the degree is named, the following 
forms are usual 


George H Cook, AB (Grinnell), AM (Indiana), PhD (Chicago) 

The common degrees given “in course,” that is, at the comple- 
tion of a required amount of college or university work, are 


A B (or B A ) — Bachelor of Arts 
A M (or M A ) — Master of Arts 
B S — Bachelor of Science 
B Arch — Bachelor of Architecture 
B D — Bachelor of Divinity 
M E — Master of Engineering 
M Ped — Master of Pedagogy {ot , 
Ed M — Master of Education) 
MBA — Master of Business Admin- 
istration 


B E — Bachelor of Engineering 
LL B — Bachelor of Laws 
B Mus — Bachelor of Music 
Ph B — Bachelor of Philosophy 
MS — Master of Science 
Ph D — Doctor of Philosophy 
STD — Doctor of Sacied Theology 
M D — Doctor of Medicine 
D D S — Doctor of Dental Surgery 


The common honorary degrees, given by institutions as a sign 
of respect (“pro honoris causa”), are 

D C L — Doctor of Civil Law D Lit , Lit D — Doctor of Literature 

D D — Doctor of Divinity L H D — Doctor of Humanities 

D Sc — Doctor of Science LL D — Doctor of Laws 

D Litt — Doctor of Letters 


Delete means “take out, erase, remove ” It is a direction to printers 
made by putting a Greek small d (5 — delta) in the margin and 
drawing a line through the matter to be removed. (See *Proof- 
reading.) 

To delete material m your manuscripts, simply draw a line 
through it (don’t use parentheses or black it out completely) 

Demonstrative adjectives and pronouns This, thaty these ^ those 
are called demonstrative adjectives or demonstrative pronouns, ac- 
cording to their use in a sentence: 
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Denotation 


Adjectives This car we bought in May. 

Those fellows never think of anyone else 

Pronouns This cost a good bit more than those 
Thaf^ a good idea 

(Sfct *that, *this, *kind, sort ) 

Denotation is the exact, literal meaning of a word, contrasted with 
Its connotation or suggestion Fire denotes the chemical and phys- 
ical process of combustion, or a particular burning It suggests un- 
controlled power, destruction 

(Sef ch 11, “Denotation, ’ p 318 ) 

Dependent clause A dependent clause modifies or supports in some 
way a word or sentence element or the whole sentence 

The house that stood on the othet side was even more dilapidated (Clause 
modifies house ) 

Since Truman had gone to the same school^ they got on famously for a 
time (Adverbial clause modifying the following statement ) 

Ordinarily a dependent clause does not stand by itself but is part 
of a complex sentence 

(ShF *Clauscs and ch 9, “1 rignicntary sentences,” p 262 ) 

depot An “Americanism,” but a perfectly good Americanism, for 
“railroad station ” Depot also has a more general meaning of “a 
place for storing things, especially merchandising or war supplies ” 
Pronounced dc'p5; often (especially British and military) dcp'5 

Derivation of words See *Ongin of words 

descendant Descendant is used both as adjective and noun, de^ 
scendenty only as adjective To be on the safe side, use descenda/z/ 

Description, Descriptive order See Chapter 8, “Descriptive para- 
graphs,” page 216 

detail Pronunciation divided ditaP, de'tal, the first older, the 
second especially common in situations where the word is used a 
great deal (army life, architecture, composition, etc ) 

Details Correction: Develop this topic more fully by giving perti- 
nent details. 

The development of a topic in writing usually comes from the 
use of details, small bits of observation, particular facts, and so on. 
They not only make the reader see clearly what you are discussing 
but are one of the chief sources of interest 

(For discussion and illustration ot various uses of details see ch 7, “Details,” p 172 
See also ch 12, “Abstract and concicte words,” p 341 ) 
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Diagrams^ graphs, etc> 


develop Usual spelling Rarely found with final -e 

Development of ideas, development of paragraphs See Chap> 
ter 7, “Materials of paragraphs,” page 171, and Chapter 8, ‘Kinds 
of paragraph development,” page 210 

devil no longer receives the courtesy of a capital except for stylistic 
emphasis 

Diagramming sentences See Chapter 9, “Elements of the sen- 
tence,” page 247 

Diagrams, graphs, etc. The function of diagrams, charts, graphs, 
and illustrations is to make a writer’s meaning more clear and 
more concrete than his words alone could They cannot be a sub- 
stitute for a discussion in words, but they can make it easier for 
readers to grasp figures, to understand relationships, and especially 
to make comparisons between facts that can be graphically por- 
trayed They have also an incidental value for an article in that 
diagrams and charts attract attention and interest It is part of a 
writer’s work to piepare appropriate diagrams to accompany his 
text where they can be useful 

1. Types of graphic devices. Some of the commonest and most 
useful graphic devices (diagrams, charts, graphs, bars, and pictorial 
statistics) are illustrated on pages 521-525 Some general points in 
handling diagrams and charts are discussed on page 524 

a) Diagram A schematic representation of the structure of some- 
thing, a plan showing dimensions, directions for work, etc , as in 
the following diagram 





b) Chart. Showing organization and relationship: 
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1 TELEGRAPH £0 \ 


-1 WOMENS EOfTOR] 


lSPO«T5 EDITOR 1 


AffNANOAL EPITOIl] 


1 STATE- EOITOR] 


[BUSINESS manager 1 



lAOVERTlSiNGl 

|C!RCULAT»0N1 


r 1 

IpROMOTION I 

lAUOlTOft. 1 

ttL 

"“TT 

IMECHANICAL SUPTj |BU»L0ING1 


D J Hornberger and Douglass W MiLLtR, 
Neu^spaper Orgamzationy Appendix B 


c) Graph Showing two or more variable facts 



522 


GRAPHIC ASSOdATES 

Headline Senes ^ no 72, p 31 





d) Bars. To make comparison of amounts, etc.* 

WESTERN EUROPE OIL IMPORTS 



Headline Series^ no 72, p 28 

e) Pictorial statistics Symbols to dramatize the material about 
which figures are given 



Headline Series ^ no 70 p 43 
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f) Maps. A simple map will be found on page 61. 

2. General points in handling diagrams and charts, (a) The 
first step toward a diagram or chart is compiling the data. Guesses, 
opinions, and so on should not be graphically represented, only 
definite facts and especially facts that can be measured mathe- 
matically. The nature of the material will usually determine which 
sort of graphic device is appropriate. 

b) A graphic device should be accompanied by the exact data it 
represents, either in the text of the paper or in a table or explana- 
tion placed with the graph A reader needs to know the exact figures 
upon which the graph is based. 

c) The graph should be made intelligible by clearly indicating 
the years, amounts, per cents, the scale it is drawn on, and so on 
This is usually done at the bottom and along the sides 

(Compare •Illustration (Pictorial) Rn-i*Rh\CFs Herbert Arkm and Raymond R 
Colter, Graphs — How to and Use Them (New York, 1940), Frederick E 

Cuxton and Dudley J Cowden, Applied General Statistics (New York, 1940), chs 
4 and 6, chapters on graphic methods in other introductions to statistics ) 

Dialects A dialect is the speech (words, sounds, stress, phrasing, 
grammatical habits) characteristic of a fairly definite region, or 
more accurately, it is speech that does not attract attention to itself 
among the residents of a region 

Locahsm is used in this book for a dialectical usage. Conspicuous 
dialectical words are usually out of place in formal writing unless 
they are used to give a definitely local flavor They are more ef- 
fective in speech, in fiction, and in rather informal writing 

(lor description of dniccts in the United States, see ch 2, “Vaiialions due to place," 
P 58) 

Dialog See ^Conversation and ^Quotation marks. 

Diction Correction: Replace the word marked by one that is more 
exact, more effective, or more appropriate. 

Diction means primarily the choice of words in speaking or 
writing. Good diction means that the words seem to the reader 
or listener well chosen to convey the meanings or attitudes of the 
writer or speaker; faulty diction, that the words either fail to convey 
the meaning fully or accurately or do not satisfy the reader’s expec- 
tation in some other way. 

Chapter 11, The Meaning of Words (p. 303), discusses exactness 
in the use of words, the use of dictionaries, and increasing your 
vocabulary; Chapter 12, Qualities of Words (p. 331), discusses traits 
of effective and ineffective words Chapter 2, Varieties of English 
(p 33), describes localisms and variations due to levels of usage. 
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Many specific words have articles of their own (^contact, *drunk, 
^hope, ^however, ^notorious, *try and — try to, *ye=the). Very 
often the solution to a question of diction will be found by referring 
to a good dictionary 

Dictionaries For description of various dictionaries and suggestions 
for their use, see Chapter 11, “The use of dictionaries,” page 310. 

Dieresis (dler'osis) Two dots placed over the second of two con- 
secutive vowels to show they arc lo be pronounced separately 
reexamine^ cooperation A hyphen is often used to indicate that the 
vowels are to be kept separate, especially in words with re- (re-enltst) 
There is a tendency not to use either dicresis or hyphen in the more 
commonly used words, so that coopeiation^ zoology are now the 
more usual forms 

different The most common American idiom with different is from 

His second book was entirely different fiom his first 

He was so different from his sister that wt vstre all surprised. 

In writing, different fiom should oidinanly be used. 

Colloquial usage is divided, using jiom occasionally, sometimes 
to (which IS common British idiom), and more often than 

as smart and vain and sweet a giil as Clyde had ever laid his eyes 
upon — so ditfeieni to any he had ever known and so superior — Thkodore 
ORFistR, An imcncan Ttagidy, p 225 

Different than is becoming moic common when the object is a 
clause 

The house was a good deal different than he remembered it (7 his 
idiom IS neiter than ‘different from what he remembered”) 

Different is colloquially used as a synonym for original^ unusual 

This book IS dtffetent and interesting 

(RcrrRrvcFs D L Bolinj^tr, The English Jntiimil, 28 480, Gladys D Haase, 

College English, 1949, 10 345-47 ) 

Digraph Two letters used together to spell a single sound are 
known as a digraph. English uses many digraphs: 

ea as in head or heat ee as in seed 

et as in either or neighbor oa as in coat 

oo as in book^ or \ood ph as in physics 

sh as in shall th as m then or thin 

dining Dine^ dtnedy dinings dining room all have to do with eating 
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— as docs dinner with two w’s and a short t, dinning (short /) has 
to do with din^ “noise ” 

Dine and dining are formal words Dinner is used in all levels. 

Diphthong A diphthong is a vowel sound made up of two identi- 
fiable sounds gliding from one to the other The commonest Eng- 
lish diphthongs are. 

1 (a + i) oi (6 -f i) ou (a -h oo) u (i [y] + 

For others and for further details of variations in the pronuncia- 
tions of these, see Kennedy, pages 186-90, and the pronunciation sec- 
tions of dictionaries 

Direct address The name or descriptive term by which persons (or 
objects) are addressed in speaking, reading, or writing 

My friends, I wish you would forget this night 

That’s all right, Mts Shephaid^on 

What do you think, Doctor^ about his going home now ? 

Ram, ram, go away 

As these examples show, words in direct address are separated 
from the rest of the sentence by a comma, or if they are in the 
middle of the sentence, by two commas. 

Direct discourse See ^Conversation, ^Quotation marks. 

Direct object See ^Objects 

Display Matter that is not written consecutively, that in the writ- 
ten or printed copy is set off by itself instead of being run in with 
the text, is called display matter Typical display lines are titles 
on books and articles, newspaper headlines and subheads, large 
type lines in advertisements, headings and inside addresses of let- 
ters. The type is usually larger and blacker than the body type. 
Ordinarily no punctuation is needed after display lines 

Ditto marks (”) Ditto marks are used with lists and tabulations in 
reference works instead of repeating words that fall directly below. 
In typewritten manuscript, use quotation marks for ditto marks: 

m, as in man, men, mine, hum, hammer 

n, " "no, man, manner 

Ditto marks are not used in consecutive writing, nor are they 
used now in footnotes or bibliographies In general they are much 
less used than formerly 

As a word ditto (for “I think the same,’* and so on) is colloquial. 
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Divided usage Usage is said to be divided when two or more 
forms exist in the language, both in reputable use in the same dialect 
or level. Divided usage is not applied, for example, to ^localisms, 
like sac\ — bag — po\ey or to differences like aint and isnt which 
belong to separate levels of the language It applies to spellings, 
pronunciations, or constructions on which speakers and writers of 
similar education might differ 

There are many more of these divided usages than most people 
are aware of For instance, both Webster's and the American College 
dictionaries record these and hundreds of other instances of divided 
usage 

In PtonunctaUon 
ab'domcn — abdo'n 
adver'tiscmcnt — ac 
ether — ithcr 

In Spelling 
gray— grey 
traveler — traveller 
catalog — catalogue 

In Verb Forms 

Past tense — sing <ang oi <nng, nng ningovmng 

Past participle — Jwu’ <hown or Jwtved, pforc pioeed or proven 

It is hard for some careful speakers to realize that others may 
speak somewhat differently from them and still be in good stand- 
ing Before calling a person to account, either seriously or playfully, 
for a usage, we should make sure that his is not a variant that is as 
reputable as the one we may prefer Furthermore, we might well 
give up a desire for uniformity in small matters which make no 
great difference and in which the experience of the language obvi- 
ously shows that divergence is possible 

When you have opportunity to choose between variants, choose 
the one more appropriate to your general tendency or that is more 
common among the audience you are to reach — or better still, take 
the one that comes most naturally to youi own speech. 

Many of the specific entries in this handbook treat questions of 
divided usage, as *but that — but what, *due to, ^either, ^gladiolus, 
’'^hanged — hung, ’“‘proved — proven 

Division of words Correction: Break the word at the end of this 
line between syllables. 

Whenever it is necessarv in manuscript or in print, a word is 
divided at the end of a line by a hyphen (“division hyphen”). In 
preparing manuscript if you will leave a reasonable right hand mar- 
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gm, you will not be forced to divide so many woids as you will if 
you crowd to the end of the line A good habit is to divide words 
only when the lines will be conspicuously uneven if the last word 
is completely written or completely carried over to the next line 
In manuscript for publication most publishers prefer an uneven 
right margin to divided words 

When It IS necet^^ary to divide a word^ hreak^ it between syllables. 
Both the divided parts should be pronounceable; that is, words of 
one syllable, like matched^ said, thought^ should not be divided at 
all. English syllables are difficult to determine, but in general they 
follow pronunciation groups autocratic would be divided into syl- 
lables au to crat tc^ but autociacy is au toe ra cy. 

The following words are divided to show typical syllables 

margin cater liy phen children longing 

hi lar 1 ous cat ty ac com plished ad min is trate pitch er 

Double consonants arc usually separable 

ef fi cient com mu tcc da/ zling bat ted 

A Single letter is not allowed to stand by itself, that is, do not 
divide at the end of lines words like enough (which would leave a 
lone e at the end of a line) or many (which would put a lone y 
at the beginning of a line) 

Words spelled with a hyphen {halj -brother , well-disposed) should 
be divided only at the point of the hyphen to avoid the awkward- 
ness of two hyphens in the same word 

Division of words is primarily a printing and editing problem and 
fuller directions than this book gives will be found in the stylebooks 
of publishing houses (like the Manual of Style of the University 
of Chicago Press) Note the divisions made by the compositors 
at the ends of lines in this and other books It will often be neces- 
sary to refer to a dictionary to find the syllabication of words. 

do Present forms. I, you do, he, she, it does, we, you, they do Past, 
did: They did as well as they could Past participle, done He knew 
he had done wrong. It was well done, 

1. *Do’ in verb phrases. Do is used to form verb phrases with all 
verbs except be and the auxiliaries {can^ may, shall ) 

Present Past 

I do wish I, you, he, she did wish 

you do wish we, you, they did wish 

he, she does wish 

we, you, they do wish 
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The do forms are used 

a) For emphasis: 

I do' wish he’d come (Contrast “I wish he’d come”) 

He did' have his lunch, because I saw him go into Carter’s 

b) In questions* 

Do you think 1 was right? 

Did you like the show as well as you expected to^ 

c) With not (Colloquially contracted to dont^ doesn't^ dtdni) 

He did not feel well enough to go out I don’t expect to go 

2. ‘Do’ as a pro- verb. Do is used to avoid repetition of a simple 
verb that has just been used 

I like him better than you do (i e , than \ou like him) 

3. ‘Do’ in idioms. Do has many idiomatic meanings and is part 
of many idiomatic phrases A girl does her hair, a steak is well 
done^ we do away with things, do for (which may mean “be 
enough” — That will do for you — or “put the finishing touches on” — 
That did for him — or, in some localities, “work for, serve” — She 
does tor Mrs Lawrence), done for, do in, do ovei (redecorate), 
do up (wrap up, launder, or in past, be used up) 

(RtiFRLVcF l-rits, pp 146-49 ) 

doff, don These words, archaic or formal for “take off” and “put 
on” (especially clothes), are used only by writers who are self- 
consciously or habitually somewhat affected in their speech 

don't Contraction of do noty universally used in conversation and 
often in informal writing when do not would seem too emphatic 
or when rhythm seems more comfortable with the shorter form 

In vulgate usage don't equals doesn't, and the usage often finds its 
way into familiar speech and even into casual writing “He don’t 
look as well as he used to,” Educated speakers and writers avoid 
It. Current English Usage (p 121) marked “It don’t make any 
difference what you think” disputable, because it was approved by 
40% of the judges 

(REiiRLNCh Kail W Dykema, ‘‘An Example of Prescriptive Linguistic Change. 
Don’t’ to ‘Doesn’t,’ ” English Journal, 1947, 36 37-76 ) 

Double negative 1. In formal and informal English. Two nega- 
tive words in the same statement are not used in formal and informal 
English (Not “He could«’/ find it nowhere” but “He couldw’/ find 
It where”) . 
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Double prepositions 

In informal English one negative statement modifying anothei 
negative statement often gives a qualified meaning or a meaning 
with some special emphasis “He is not sure he won’t slip in at the 
last minute” does not mean “He will slip in at the last minute” 
but “He may possibly slip in . . “And don’t you think he isn’t 
clever” stands for something more complex than “He is clever” — 
for “/*ve found out he’s clever” or “You’d better believe he’s clever 
[though I know you don’t yet] ” 

2. In vulgate English* Although double negatives are probably 
not so common in vulgate English as comic writers suggest in their 
cartoons and stories, two negatives are very often used to make an 
emphatic negative in this level. “I Aont have nothing to lose” makes 
negative two parts of the idea and in many speech situations is the 
vulgate way of emphasizing the negative, if the nothing isn’t stressed, 
It IS a simple negative in two parts, as French uses ne . . pas Such 
a double negative is not a backsliding from the idiom of more 
formal English but a direct descendant of early English, in which 
two negatives were used in all levels of the language Chaucer wrote 

In al this world fie was ther noon him lyk 

A bettre preest, I trowe that nowher noon is 

This construction, now lost to written English, survives in vulgate 
usage The objection to it is not that “two negatives make an 
affirmative,” for they do not — only a person being perverse would 
misunderstand a double negative The objection is simply that the 
construction is not now in fashion among educated people 

3. Hardly, scarcely. Students sometimes fall into a concealed 
double negative when using hardly or scarcely. Hardly means “not 
probably” and scarcely means the same a little more emphatically 
Consequently in formal and informal English a sentence like “For 
the most part our college paper contains hardly nothing” should 
read “For the most part our college paper contains hardly anything'" 
and “For a while we couldn’t scarcely see a thing” should read 
“For a while we could scarcely see a thing.” 

(Compare *but 4 3) 

Double prepositions See ’^Prepositions §3b. 

Doubling final consonants 1. Words of one syllable ending in a 
single consonant following a single vowel {bragy fat, win) double 
the consonant before adding a syllable beginning with a vowel 
{^blcy -edy -ingy -y) : 

brag bragged, bragging fat* fatted, fatter, fatting, fatty 

win winner, winning 
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The consonant is not doubled In words with two vowel letters 
before the final consonant {daub, daubed, seed, seeded)', in words 
ending with two consonants {help, helped, hold, holding) 

2. In words of more than one syllable ending in one vowel and 
one consonant, the final consonant is traditionally doubled if the 
word IS accented on the last syllable (but see § 3 below) A few 
words so accented are very common 

con trol' controlled, controller, controlling 
re fer' referred, referring 

Also confer' equip' excel' infer' occur' prefer' 

If the accent of the lengthened word shifts to an earlier syllable, 
the consonant is not doubled. 

infer' — in'ference prefer' — pref'erence refer' — ref'erence 

If the word is not accented on the last syllable, the consonant 
need not be doubled, and in American usage preferably is not dou- 
bled, though usage is divided on many words 

ben'e fit benefited, benefiting 

com'bat (or com bat') combated or combatted, combating or combatting, 
but always com'ba tant 

o'pen opened, opening par'allel paralleled, paralleling 

Usage on bias, diagram, }{idnap, quarrel, travel, worship is di- 
vided, but usually one consonant is preferred 

3, The rules given above regarding words of more than one 
syllable are really unnecessary Controled and benefitted spell their 
respective words as accurately as the tiaditional controlled and 
benefited — really more accurately In fact, a number of newspapers 
and periodicals practicing simple spelling regularly use controled, 
patroled, and so on But writers must realize the weight of 
tradition and should not use such forms as controled and benefitted 
if their readers will be surprised or offended by them 

But the part of the rule for doubling final consonants that ap- 
plies to words of one syllable is useful, because it keeps distinct 
a number of pairs of words similar in appearance 

bat batted, batting — bate bated, bating 
din dinned, dinning — dine dined, dining (but dinner) 
grip gripped, gripping— gripe griped, griping 
plan planned, planning — plane planed, planing 
scrap scrapped, scrapping — scrape scraped, scraping 
The boy who wrote “The scene in which she almost kills her husband is 
griping’* did not say what he intended 
Outmoded institutions should be scrapped, not scraped 
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4. Words already ending in two consonants keep them before 
suffixes beginning with a vowel but are likely to lose one consonant 
before suffixes beginning with another consonant: 

enroll enrolled, enrolling, but enrolment (or enrollment) 

install installed, installing, installation, but instalment (or installment) 

fulfill skilful or skillful welfaie (but) stillness 

(See ch 6, “Doubling final consonant” p 163 Riference Kennedy, pp 231, 
238-39 ) 

doubt Idioms with doubt 

1. Negative (when there is no real doubt), doubt that 

Formal I do not doubt that he meant well 

Informal I don’t doubt but that [vulgate but what] he will come 

2. Positive (when doubt exists), thaty whether y if 

Formal I doubt whether he meant it that way 

I doubt that he meant it that way (indicating unbelief really more than 
doubt) 

General I doubt if he meant it that way 

dove—dived The past tense of dive is dived or dove 

draft, draught The spelling of draught (from the Old English 
dragauy to draw) has gradually come to lepresent its pronunciation 
(draft) Draft is always the spelling for a ban\ drafts the mditaiv 
draft, a draft of a composition, a draft of atr, usage is divided on the 
word in the sense of a maker of drawings — draftsman or di aught f- 
man, draught is more common for a ship's draught, a draught of 
fishy and for a draught of ale or beer on draught — though draft is 
rapidly gaming in both senses 

drought— drouth Both forms are in good use, drought probably 
more common in formal English, drouth in informal and colloquial 

It is true the longest drouth will end in rain — Robfrt Frost 
(Compare *htight — heighth ) 

drunk It seems to take courage to use this natural word. We either 
go formal — intoxicated , or grasp at respectability through euphe- 
misms — under the influence of liquor or indulged to excess, or make 
a weak attempt at humor with one of the dozens of slang phrases 
like get plastered. But drun\ is the word 

due to The preposition due to is especially interesting as an illus- 
tration of the difficulties a locution has in changing from colloquial 
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and familiar usage to the informal and formal levels. Due to as it is 
used in 

The Mediterranean has its share of minority problems and they have be- 
come moie prominent due to Italo-Bntish tension in that area — Kaltenborn 
Edits the NetvSj p 99 

Due to world conditions with which we are all familiar, England will, 
within ten years, have a protective tariff — A Edward Nvwion, The Atlantic 
Monthly, Sept 1924 

has long been popular, especially in magazine writing, and oc- 
casionally in more formal literature by Galsworthy and others of 
undisputed respectability iVdvocates of strict usage have set them- 
selves sternly against it, forgetting perhaps that owing to^ which 
they have usually suggested should be substituted for it, has come 
from a participle to a preposition in exactly the same way 

Due was originally an adjective and is still most strictly used as 
one “The epidemic was due to the brown rat,” in which due modi- 
fies epidemic But the prepositional use is convenient and has been 
increasingly common in print 

Opinion of due to as <i preposition is then divided. A writer 
should consider whether or not it is appropriate to his style* if he 
IS rather formal, he should not use due to as a preposition, if he is 
less formal he doesn’t need to worry — except perhaps when writing 
for readers who are known to be formal 

An excellent example of a linguist’s approach to a matter of 
divided and debatable usage is Professor John S Kenyon’s treat- 
ment of due to in Amencan Speech (1930), 6 61-70 He presents an 
imposing number of quotations from current writers, discusses the 
history of the phrase, and concludes 

Strong as is my own prejudice against the prepositional use of due to, I 
greatly fear it has staked its claim and squatted in our midst alongside of 
and in exact imitation of owitii^ to, its aristocratic neighbor and respected 
fellow citizen 

A person may not care to use due to as a preposition, but in view 
of actual usage today he hardly has the right to deny it to others. 


\ 1. The “long sound (e) is found variously spelled in stressed 

syllables seed, rec^/ve, sh^<?ld, lead (led), ptf'ople, key, qu^iy, aegiSy 
Phoebe, machine. 
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An unstressed or lightly stressed e may vary in pronunciation 
from long e in platform delivery (de send' — descend) to a short t in 
ordinary speech (di send'), and hero and zero may be hi'ro or he'ro, 
zi'ro or ze'ro 

2. The “short e” sound (e) is also variously spelled, as in fed, 
leather, b^ry, m^my, s^?/d, and so on 

Before final r or r plus a consonant, short e represents the sound 
in learn^ jern^ err, marked u (lurn, furn, ur). 

3. “Unstressed e” (as in I^tndness, difference) represents a slight 
and sometimes indefinite sound in speech It may represent short t 
(klnd'ms), or the neutral vowel sound represented in this book by 
3 (kind'nss) 

Before I, m,n, and r unstressed e is really a part of the consonant 
(“syllabic” /, m, n, r). In this book such syllables are represented by 
3 or by 1 m n r set'sl or set'l {settle), wood'^n or wood'n {wooden) 

4. Miscellaneous sounds represented hy e e may represent a 
before r, as in there (thar), a as in sergeant and many words in 
British usage which m the United States have u {Derby, Berkeley, 
clerlO 

5. Silent or mute e In general, words spelled with a final silent 
e drop the -e before additions beginning with a vowel and keep it 
before additions beginning with a consonant 

change changed, changing, changeless (but changeable) 

grease greased, greaser, grease wood 

like likable, liking, likeness 

pursue pursuant, pursued, pursuing 

use usable, used, using, useful, useless 

Exceptions argument, awful, duly, ninth, judgment (or judgement) 

A few other exceptions keep -e to indicate pronunciation, chiefly 
after c and g before suffixes beginning with a, o, or u 

change changeable courage courageous notice noticeable 

(See *'ce, -ge ) 

In a few words the ^e is retained to avoid confusion with other 
words or to keep the connection with the root word obvious* 

lineage (lin'eij) vs linage (lin'ij) 
singeing (sin'jing), dyeing (di'ing) 

(See ch 6, “Final c,” p 164 References Fowler, “Mutc-e”, Kennedy, pp 243-45 ) 
each 1. As a pronoun, each is singular 

Each of the three has a different instructor 

Each ran as fast as his [her] legs could carry him [her]. 
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2. As an adjective, each does not affect the number of a verb; 
when the subject modified by each is plural, the verb is also 
plural 

Each applicant has to fill out the blank in full 

Three students, also from this county, each receive a scholarship. 

They each feel keenly about it 

3. Colloquially, and increasingly in writing, each is regarded as 
a collective (compare *every) 

Each of these peoples undoubtedly modified Latin in accordance with thetr 
own speech habits — Baugh, p 35 

(Reffrence Russell Thomas, “Concord Based on Meaning versus Concord Based on 
Foim^" College English^ 1939, 1 38-45 ) 

each other is in good use for more than two, although formal usage 
frequently has one another 

General The men from taims on both sides of the river were shouting 
to each other 

Formal The men from farms on both sides of the river were shouting to 
one another 

eat The principal parts of eat are* 

In general usage eat (et) ate, eaten 

In local and vulgate usage eat, eat (et or et), eat (et or et) 

Eat is more common as the past tense in British than in Ameri- 
can writing and is pronounced et 

Echo phrases Sometimes it is convenient to form a phrase on the 
pattern of one well known, or to echo one less known but apt 
This is a type of allusion It pleases the writer to use it, it should 
of course convey his idea, and it will be recognized by some readers. 
The echo phrase may be either serious or light 

I have seen American textbooks in which lesson aftei lesson is devoted to 
the lofty purpose of tliminaimg got As though the fear of got were the be- 
ginning of wisdom I “The fear of God is the beginning of wisdom ”] — 
P B Ballard, Thought and Language, p 205 

and in general she [Kay Boyle] is so determined to be sensitive to 
scenery and mood at every turn that the god’s truth is you can’t see the 
forest for the prose [He couldn’t see the forest for the trees ] — Oris Fergu- 
son, The New Republic^ Oct 21, 1936 

but democracy means simply the bludgeoning of the people by the 
people for the people — O scar Wilde, The Soul of Man Under Socialism 

In informal writing, echoes of common phrases usually fit, and 
in more formal writing there is certainly no harm in a writer show- 
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mg that he has read a bit — but a parade of echo phrases may seem 
pretentious. 

economic Pronounced e'kanom'ik or ek'anom'ik, and so also 
economical^ economics, economist is ikon^^mist. 

Economical means “saving, thrifty”, economic means “having to 
do with business or economics ” 

Economy Economy in writing means leading a reader to the writer s 
exact meaning without unnecessary handicaps to understanding 
Few, simple, exact words are its basis. But the fewest words and 
the simplest constructions are not always the most economical, for 
they may oversimplify the message, or they may limit its readers to 
those who are practiced in following a compact style Unnecessary 
words and needlessly complicated expressions are not economical 
Exact words m idiomatic constructions, figures of speech that realK 
illuminate the subject, diiect development of materials are the 
means to true economy 

(See ch 10, “Sentence economy,” p 284 ch 12, “Words that weaken,” p 333 ) 

-ed 1. 'cd or -t. In the past tense and past participles of verbs in 
which the -ed is (or may be) pronounced as ty simpler spelling 
has -/ A few words have been rather generally adopted with this 
sound and spelling crepty dreamty leapty slept Asl^ed, jumped, 
shipped y spelled are more common than asl{t, jumpty shipt, spelt 

2. -ed or ’d. When -ed is added to words that are formed unusu- 
ally, V is sometimes used instead, as in iin-uiea\ly shanghai dy of(ii 

3. -ed in adjectives. There is a tendency, especially m informal 
style, to drop the -ed ending from participles commonly used as 
adjectives, if the form that remains is that of a noun 

bake goods ice tea an old fashion manner a good si/e to\A n 

grade school [now the regular form] the same color hat 

This tendency is characteristic of familiar and informal style .md 
IS rare in formal writing. 

Editorial standards See Chapter 3, “Editorial standards,” page 75, 
^Stylebooks; ^Newspaper English 

Editorial we See *we § 2. 

-ee An ending denoting the one who receives or is directly affected 
by an act or grant of power, the opposite of nouns in -er (paycry 
one who pays; payee^ one who is paid) : employee, draftee, grantee, 
mortgagee, 

536 




either 


It takes two people to say a thing — a sayee as well as a sayer The one is 
as essential to any true saying as the other — Samufl Buti^er, “Thought and 
Language” 

effect See ^affect, effect 

e.g. Abbreviation of Latin exempli gratia^ “for example.” Eg. is 
not usually italicized. See ^namely, for punctuation and use. 

-el-, -ie- Words with -te- are much more common than words with 
-ei- and on the whole give less spelling trouble The most com- 
mon sound represented by -le- is e 
Some common words with ie are 


achieve cashier 

belief chief 

believe field 

bier fiend 


financier 

frieze 

grieve 

grievous 


hygiene 

niece 

piece 

pier 


priest 

shriek 

siege 


Plural of nouns ending in -y academies companies lotteries 

Third person singular present of verbs in -y dies fortifies fries 
Other words in -te- mischief sieve view 


-le- is not used after c 

There are fewer words with ti but their spelling needs careful 
watching. 

The most common sound spelled ei is a 

deign feint neigh rein sleigh 

Light freight neighbor seine veil 

leign heinous reign skein weigh 

A number of words spell the sound e with ety especially after c: 

ceiling perceive either neither weir 

conceive receive Icisuie seize 

And a few words spell other sounds with ei 

counterfeit forfeit height heir their 

In some words / and e stand together but are parts of different 
syllables 

fi ery headi er si csta 

(See ch 6, “ei and le,” p 16-4 Refeufncf Donald W Lee, College English^ 1944, 
6 156-59 ) 

either 1. Either means primarily “one or the other of two,” as 
adjective (cither way you look at it), or pronoun (bring me either). 
For emphasis the pronoun is usually supported by one (bring me 
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either one). Used of three or more objects (either of the corners), 
It IS loose and rare, “any one of the corners” is the more usual 
idiom. 

Either is usually construed as singular, though its use as a plural 
is increasing (Fries, p 56) 

Either is good enough for me 

Either Grace or Phyllis is [or are] expected 

2. Either with the meaning “each” is rare in present English 
and definitely formal “broil the fish on either side, with one turn- 
ing” — “on either side of the river.” Each or both would be more 
common in such expressions 

3. The pronunciation i'thsr has not made so much progress in 
the United States as in England, and outside some communities 
in New England and a few families or circles that radiate from 
New England it is usually an affectation Say e'thor, unless your 
family or social group generally says i'th^r. Similarly, neither 
IS usually ne'^or, occasionally nl'fehor The use of I'thor and 
ni'thar by a public speaker affects an audience unfavorably m a 
large part of the country. 

either ... or See ^Correlative conjunctions. 

elder, eldest These archaic forms of old survive in formal English 
and they are used only for members of the same family “the elder 
brother,” “our eldest daughter,” and m some phrases like “the elder 
statesmen ” 

Ellipsis (. . .) 1. A punctuation mark of three or sometimes four 
spaced periods is called an ellipsis (plural ellipses). Formerly 
asterisks (* * *) were used but they have been generally discon- 
tinued because they are too conspicuous When an ellipsis comes 
at the end of a statement marked with a period, that period is 
added, as in the first and third instances in this passage 

As Beret drank m these words the tenseness all left her, the weapon she 
had seized dropped from her hand, her body straightened up, she looked 
about in wide-eyed wonder Were those church bells she heard? 

But the voices were beginning again on the other side of the wall 
Hush! Husht — O E Rolvaag, Giants in the Earth, p 416 

2. (a) The ellipsis is an editorial mark showing where a word 
or more, which is not needed for the purpose of a writer making 
the quotation, has been left out. In the following quotation the 
ellipsis marks the omission of two lines not essential for the mean- 
ing of the statement: 
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After long delays caused by the presentation of a list of Italian and German 
provisos which constitutional governments could not accept , a diplo- 
matic conference assembled in London to map a program for maintaining 
neutrality — H F Armstrong, We or They, p 32 

Any such omission in quoted matter should be indicated by an 
ellipsis 

b) An ellipsis is also used to show that a series of enumeration 
continues beyond the units named, it is equivalent to et cetera* 

the coordinating conjunctions (and, but, for . . .) 

3. In narrative an ellipsis is used to mark hesitation in the ac- 
tion, suggesting passage of time, as in the quotation on page 538 from 
Giants tn the Earthy and in the one from Conrad Aiken below 

“Well — I can see this much You are in love with her Or you couldn't 
possibly be such a fool But it’s precisely when you’re m love that you need 
to keep your wits about you Or the wits of your friends You mustn't 
marry her, Harry ” 

“Well — I don’t know ” 

“No* It would be ruinous ” — Conrad Aiken, “Spider^ Spider*’* 

It is also used to mark a statement that is unfinished or is let 
die away 

I go away to a town, a big strange town, and try to hammer out a good 
book The days come, the days go, and big ships sail into the harbor 
— Albert Halpfr, “Young Writer Remembering Chicago’’ 

Elliptical constructions Ellipsis and elliptical refer to a construc- 
tion in which a word or words can be supplied from a neighboring 
construction • 

I work a good deal harder than you [Supply worl(\ 

The notion of ellipsis has often been misused to apply to the 
shorter way of expressing a notion. A person may write either 

We went through the same experience that you did [or] 

We went through the same experience you did 

The second form is not actually elliptical but a shorter idiom; 
a that IS not “omitted,” it just isn’t thought or spoken or written. 
The choice between the longer and shorter constructions is a 
matter of style rather than grammar. Formal English uses the longer 
ones, tends to fill out all constructions Informal and colloquial 
English use the shorter constructions freely. 

(See ch 10, “Long and short constructions,’’ p 286 References Curme, Syntax^ 
p 2 and index references, Jespersen, The Philosophy of Grammar ^ p 306 and index 
references, for a more traditional treatment of ellipsis, sec Kennedy, pp 508-12 ) 
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else 1. Because else follows the word (usually a pronoun) it mod- 
ifies. It takes the sign of the possessive (an *idiom) • 

I hated wearing somebody else*s clothes 

At first he thought the book was his, but finally decided it was somebody 
clsc’s 

2. Else IS used as a colloquial '’^intensive and sometimes appears 
in writing where it is dead wood and should be removed 

Finally I started talking, just to hear something [else] besides the roar 
of the motor 

3. Nothing else but is a vulgate phrase, not used in written 
English 

Written English There was nothing but wheat as far as you could sec 

Vulgate There was nothing else but wheat as far as you could see 

emigrate— immigrate Emigrate means to move out of a country 
or region, immigrate to move into a country An emigrant from 
Norway would be an immigrant to the United States 

Emphasis Correction: Strengthen the emphasis of this passage by 
one or more of the methods suggested below. 

1. Position. 2. Mass or proportion. 3. Distinction of expres- 
sion. 4. Separation, distinctness. 5. Repetition. 6. Inten- 

sives. 7. Mechanical devices. 

The ideal of emphasis is to lead your leader to see your ideas 
in the same relative importance in which you regard them — the 
most important as most important, the less important as less im- 
portant, the incidental as incidental Emphasis does not neces- 
sarily mean force, but rather the accurate conveying of your view of 
your subject 

There are several ways in which emphasis can be conveyed, one 
or more of which will help you in controlling the reader’s mind 
Most of these are discussed more fully m other articles of the 
Guide-Index^ referred to in this summary 

1. Position. In most types of writing, except news stories and 
reference works, the most emphatic position is the last, and the 
second most emphatic position is the first Sentences should “end 
with words that deserve distinction,” and not many should begin 
with locutions that postpone meaning, “There was,” “It is.” 

(See ch 7, “Beginning paragraphs,” p 195, ch 7, “Concluding paragraphs,” p 198, 
ch 10, “Position,” p 293 ) 

2. Mass or proportion. Position is supported by the amount of 
space given to a particular point. It is necessary to watch the last 
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topics m a paper, which are likely to be hurried over and so under- 
developed that they do not seem as important as their writer intends. 

3. Distinction of expression. In general, big words and long 
’^function phrases weaken a statement, as do general and indefinite 
words Fresh, concrete, simple words in direct and economical con- 
structions make for a clear cut emphasis (See Chapter 12, Qualities 
of Words, page 331 ) 

4. Separation, distinctness. Marking the stages of thought in 
a paper by extra spacing or by numbers makes separate ideas stand 
out more strongly Careful paragraphing makes units that help 
clarify the relationship between topics Putting ideas in separate 
sentences keeps them distinct, and making the important statements 
main clauses and the contributing statements subordinate elements 
shows their relative importance 

(Sfi> ch 9, “Complex sentence*;,’’ p 257, ch 7, Writing paragraphs, p 169, ch 10, 
Separating elements,” p 2^)2 ) 

5. Repetition. Repetition ot valuable words drives them home, 
and repetition of statements either in similar words or in different, 
perhaps figurative expressions, is a useful form of emphasis if it is 
not overdone 

tSn- ch 10, “Repetition,’ p 289 ) 

6. Intensives. Woids added to intensify meaning are generally 
used in speaking, but they are less useful in writing See *very; 
Chapter 10, “Intensives^ page 288 ^Exaggeration is a legitimate 
form of intensifying 

Labeling a statement “It is interesting to note,” “This is an im- 
portant phase of the subject” is not usually convincing Such phrases 
can be done away with m revision by making the fact or opinion 
stand out in other ways 

7. Mechanical devices. Writing and printing have various me- 
chanical means — ^underlining (italics), ^capitals, emphatic punc- 
tuation — for stressing words and passages. These devices are often 
used by amateur writers in an attempt to make up for deficiencies 
in style or content 

(Sip ^Schoolgirl style, ch 10, Mcch mical devices,” p 288 ) 

Emphasis is to be tested in revision, when the writer takes the 
role of reader and tries to see if his paper really represents his view 
of the subject 

employee This spelling is much more common than empIoyS. 

en-, in- In- is either a native English prefix or a prefix of Latin 
origin: en- is the same Latin prefix modified in French. {Em- and 

541 



Endorsing papers 


tm- are variant forms.) In several common words, usage is divided, 
though usually one form is more common This is a type of prob- 
lem for which Fowler and other British dictionaries are not safe 
guides to American usage, for Americans tend to use tn- more than 
the English do. The safest way is to consult a recent American 
dictionary and to be fairly consistent in the form you use from 
then on 

Here are a few samples with Webster preferences put first when 
there is a choice 


embark 

embed — imbed 
embellish 
enable 
enchant 


encourage 
endorse — indorse 
endure 
endeavor 
enforce 

inquire — enquire 


incase — encase 
enclose — inclose (gaming) 
ensure — insure {insure in the financial sense, insutance, etc ) 


The en- forms often suggest a slightly more formal style than 
the tn- forms. 


Endorsing papers See Chapter 1, “Endorsing manuscript,” page 21 

End-stop A mark of punctuation used at the end of a sentence, 
usually a period, exclamation mark, or question mark. The double 
or two-em dash ( *Dash §7) is used as an end-stop in con- 
versation when a speech is interrupted The ^ellipsis (. ) is often 

used as an end-stop for a sentence that is intentionally left un- 
finished or that IS let die away. 

When two end-stops would fall together at the end of a sen- 
tence, as when a question stands within a sentence, only one mark, 
the more emphatic or more necessary for meaning, is used 

When we say, for example, that Miss A plays well, only an irredeemable 
outsider would reply “Plays what?’’ So, too, — C Alphonso Smith, 

Studies tn English Syntax^ p 8 

(For further comment on end-stops see the ai tides on the individual marks ) 

English language 

L Old English, 450-1050. 2. Middle English, 1050-1450. 3. Early 
Modern English, 1450-1700. 4. Modern English, 1700- 

English IS a member of the Indo-European family of languages, 
which includes most of the languages of Europe, a large number of 
the languages of India, the languages of Persia and of certain adjoin- 
ing regions. The Indo-European family is divided into eight 
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branches. One of these, the Germanic, to which English belongs, 
comprises the following 


Germanic 


North 

(Scandinavian) 
East (Gothic- 


f Swedish 
Danish 
Norwegian 
Icelandic 
xtinct) 


( German 
Dutch-Flemish 
Frisian 
English 


A brief selection of facts about the different periods of our lan- 
guage will show some of the roots of the richness — and confusion — 
of modern English. 

1. Old English, 450-1050. The Angles, Saxons, and Jutes brought 
to England from their old homes in northeastern Europe somewhat 
differing Germanic dialects They pushed back the native Celts 
from the parts of the island they conquered, so that Celtic speech 
contributed almost nothing to English, but survived in Welsh, 
Cornish, and Highland Scotch The conquerors’ languages developed 
into several mam dialects — Northumbrian, Mercian, Kentish, West 
Saxon — which together are known as Old English (or A^glo-Saxon) 
These dialects still leave their marks in the vulgate speech of vari- 
ous parts of England They had many points in common, and were 
gradually brought together, each making some contribution, but 
East Midland, a descendant of Mercian, made the largest contribu- 
tion to what now after seven oi' eight hundred years we know as 
English. 

Somewhat less than a quarter of the present English vocabulary 
goes back to the words of Old English The modern descendants 
of Old English words are often changed in meaning and almost 
always in pronunciation — according to regular processes Old Eng- 
lish Stan becomes Modern English stone^ ban becomes bone^ etc 
Our common verbs (^o, sit^ eaty fight, whistle), many of our most 
common nouns (meat, house, breakjast, land, water), and adjectives 
like fast, slow, high go back to Old English words, so that though 
less than a fourth of the dictionary words are of this “native” origin, 
they play a part in our speech out of proportion to their number. 

Furthermore, most of the machinery of our language is from 
Old English . the articles a, an, the, most of the connecting words — 
around, at, by, for, from, in, into, out, under , . ,as, liXe, since, when: 
most of the pronouns (/, we, us, . . .) ; the inflectional endings of 
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nouns {house — houses^ boy — boys — boys) and of adjectives and 
adverbs merry — merrier — merriest or mote merry — most merr\, 
harsh/y, kind/y, the forms of verbs pass, pass<?^, passed, pass/«^ 
These endings are applied to words borrowed from other languages 
{indict-edy politically)^ so that although three quarters of the vo- 
cabulary may come from Romance or other languages the borrowed 
words are built into an English pattern. And when we consider 
word order we see that the texture of English is Germanic and it 
must be regarded as a Germanic language 

Within the Old English period the practice of absorbing words 
from other languages was already stiong A number of Latin words, 
some of them originally Greek, were taken in, most of them per- 
taining to the church {abbots priest, school), though there was still 
a tendency to translate the elements of the Latin words into Old 
English elements, so that we have gospel from god spell, ‘‘good 
news,” which is a translation of the Greek-Latin evangelium 
In the ninth century the east and north of England was con- 
quered by the Danes, whose language left a large number of words 
and forms, partly because it was a closely related language, partlv 
because of the intimacy between the two peoples. The sh^ words 
are likely to date from this mixture — s\y, sbin, scream, sktrt (a 
cousin of <he Old English shirt, both related to short), place names 
ending in -by and -thorp, and a number of common words like odd, 
anger, egg Nearly five per cent of our words are Scandinavian 
A number of the most conspicuous irregularities of Modern 
English existed already in Old English ^be, is, are, was, were, been 
as forms of the verb “to be”; may, might, shall, should, ought, and 
the other “auxiliaries”, our pronouns — I, my, me, we, our, us, he, 
she. It . . These words are* in such common use that they show 

patterns of inflection which have otherwise disappeared. Here 
and there we have remnants of Old English forms that lost out in 
the development of the language, like the plurals children, oxen, 
men, geese, instead of the regular plural in -s 

There is a considerable body of writing from the Old English 
period. It includes poems, sermons, riddles, history, translations 
from Latin, and most conspicuously the Anglo-Saxon Chronicles, 
Beowulf, and the large group of writings and translations in West 
Saxon made by or at the court of Alfred the Great, King of the 
West Saxons 871-901. Some 30,000 different words are found in 
this literature. 

2. Middle EngUsh, 1050-1450. The conquest of England by the 
Norman-French m 1066 coincided with the beginning of Early 
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Middle English. 1 he speakers of Old English in the main became 
serfs, servants, everything but leaders in affairs. Their language was 
seldom used in official proceedings and rarely written One result 
was the loss of the more elevated Old English words that had been 
used in poetry and that would correspond to the rather archaic 
vocabulary of our formal literature. 

A far-reaching development of this period was the decline and 
in some instances complete loss of the inflectional endings that Old 
English had used The definite article was no longer declined (our 
the IS the sole descendant of eight forms in Old English); -n dis- 
appeared from the infinitive of most verbs, and other endings, since 
they were in unstressed syllables and did not receive full pronuncia- 
tion, dropped away This process went far to make English one of 
the least inflected languages 

On the other hand the language of the invaders was making its 
way The words for the acts of the ruling class — war, government, 
law, social activity — were Norman French and they have generally 
come down to modern English siege^ soldtevy ^udgCy 'jury^ suity 
dinneVy servanty obey The majority of the Norman French words 
were ultimately from Latin, though considerably changed in form. 
For many notions Modern English has two roughly synonymous 
words, one Latin or French, one Old English dress — clotheSy 
atd — helpy cottage — huty solitary — lonely Some French spellings 
made their way into English, like gu for hard g — gnesty guesi, qu for 
cw- -queen for Old English ewen 

In 1362 English was icstored as the language of the law courts, 
an official recognition that it was -asserting itself once more in higher 
circles The speech of the region around London was now the basis 
tor future development, not only of a spoken language but of a 
literary language How far the fusion of Old English and French 
resources had gone can be seen from a few lines by Chaucer, written 
in the 1380’s The Fiench words are in italics 

“What folk ben yc, that at myn hoomcominge 
Perturben so my feste with crytnge?" 

Quod Theseus, “have ye so greet etit/yt 
Of myn horwto , that thus compleyne and 
Or who hath yow misbodtn, or offended? 

And telleth me if it may been amended, 

And why that ye ben clothed thus in blak?” 

— Geoffrey Chaucer, “The Knightes Tale” 

Except for the Old English mtsboden (“insulted”), all of these 
words, both native and French, are in use today, though quod 
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(quoth) IS archaic, and in spite of some differences in spelling, the 
passage can be read by anyone Many of the words show inflec- 
tional endings that have since been dropped or changed, ben for 
are or be^ perturb<?/z, telk/A, and the final e of nouns. 

3. Early Modern English, 1450-1700. In this period we have the 
beginnings of conscious concern for the language and actual or 
attempted “improvement” by manipulation of words and construc- 
tions, “schoolmastering the speech ” The early printers, from 1476 
on, felt the need for uniformity, especially in spelling and choice 
of word forms, and began the domination of these traits that ever 
since in the written language has been exercised by publishers 
Translators and writers believed the language was rough, unpol- 
ished, incapable of doing what Latin and Greek had done and what 
Italian could do. They set about enlarging the vocabulary, chiefly 
by transliterating words from Greek and Latin More than twenty- 
five per cent of modern English words are pretty directly from 
classical languages and very often we have two words that go back 
to the same Latin original, one brought in by the Norman French 
and one taken in directly later paint — picture^ certainty — certitude 
Latin was the language of the Church at the beginning of this 
period, though after the Reformation the Book of Common Prayer 
and the King James translation of the Bible became tremendous 
forces for elevated English Most books of the learned world were 
in Latin — and college classes were conducted in Latin, even in 
America, until a century and a half ago. 

The spoken language was vigorous and was written down in 
some popular literature, but most literature that has survived was 
from the hands of university men and conscious stylists. Shake- 
speare shows the complete range, from formal, Latinized lines to 
rough and tumble lines, often combining the elevated and the 
simple in a single speech 

No, this my hand will rather 
The multitudinous seas incarnadine 
Making the green one red. 

Prose style lagged behind poetic, especially in sentence sense, 
producing “sentence heaps” running to hundreds of words In the 
sixteen hundreds the wealth of experiment of the preceding century 
was analyzed and many words and phrases were disposed of. The 
less useful and more ponderous of the Latin importations were 
dropped, and interest in nauve words increased the proportion of 
native words in use. Prose style especially developed in directness 
and sureness until in Drydcn modern English prose is usually said 
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to be established In spite of small differences in idiom and word 
order, this paragraph does not seem nearly 300 years old: 

To begin, then, with Shakespeare He was the man who of all modern, 
and perhaps ancient poets, had the largest and most comprehensive soul 
All the images of nature were soil present to him, and he drew them, not 
laboriously, but luckily, when he describes anything, you more than see it, 
you feel it too Those who accuse him to have wanted learning, give him 
the greater commendaOon he was naturally learned, he needed not the 
spectacles of books to read nature, he looked inwards, and found her there 
I cannot say he is everywhere alike, were he so, I should do him injury to 
compare him with the greatest of mankind He is many times flat, insipid, 
his comic wit degenerating into clenches, his serious swelling into bombast 
But he is always great, when some great occasion is presented to him, no 
man can say he ever had a fit subject for his wit, and did not then raise 
himself as high above the rest of the poets. 

Quantum lenta solent inter vtburna cupiesst 

The consideration of this made Mr Hales of Eaton say, tliat there was no 
subject of which any poet ever writ, but he would produce it much better 
done in Shakespeare, and however others are now generally preferred before 
him, yet the age wherein he lived, which had contemporaries with him 
Fletcher and Jonson, never equalled them to him in their esteem and in 
the last king’s court, when Ben’s reputation was at highest, set our Shake- 
speare far above him — John Dryden, An Es<ay of Dramatic Poesy (1668) 

4. Modem English 1700- This Index gives a partial picture of 
current English and suggests in some of its specific articles changes 
that have taken place in the last few generations Such articles 
may be taken as continuations of this brief historical sketch, for 
by 1700 English had become substantially the language we now 
know and use The vocabulary has been enlarged in the last two 
centuries chiefly from two sources borrowings from India and 
America and from all peoples touched by British and American 
traders, and through scientific coinages, chiefly from Greek and 
Latin roots. There has been, especially in recent years, a tendency 
toward shorter and more direct sentences The paragraph has be- 
come a more distinct unit in written expression The most impor- 
tant point for study in this period has probably been the different 
levels of usage, and different traditions of style, especially formal 
and informal style and the relations between them 

Today the language of England and the British Empire and of 
the United States is spoken by considerably over 200,()00,000 peo- 
ple — ^perhaps the largest group of people who can easily understand 
each other. 

The result of this varied history is a language full of anomalies, 
but of unusual range, combining something of the rapidity and 
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smoothness o£ the Romance languages with the strength of the 
Germanic. 

(Reffrences Baugh, Robertson, McKnight, Kennedy, ehs -4, 5 Otto Jc^^pcrsen, 
Growth and Structure of the English Language (various editions), describes the ac- 
cumulation of the English vocabulary, and his Language (New York, 1923), Part iv, 
discusses language change especially apropos of English ) 

en route Pronounced on root'; formally aN root' On the way 
often fits a sentence more naturally 

They were en route [on the way] to Philadelphia 

enthuse A back formation (^Origin of words §3d) from enthu- 
siasm, Many people object to it, and the dictionaries label it 
“colloquial.” But enthuse seems to be an improvement over the 
only locution we have for the idea, the clumsy be enthusiastic over 
or about. It is now in fairly general use. 

envelop, envelope The verb envelop is pronounced mvel'op; the 
noun envelope^ en'valop; less commonly — reflecting the word’s 
French origin — on'v3l5p; and locally en vel'up 

Envelope See ^Letters § 1 

Epigrams An epigram is a short, pithy statement, usually with a 
touch of wit, in either verse or prose. In prose this means really a 
detached or detachable and “quotable” sentence In consecutive 
prose, epigrams sometimes become too prominent, attract too much 
attention to themselves, or suggest straining for effect But they can 
focus attention or put a fact or opinion so that a reader can remem- 
ber (and perhaps repeat) it 

One test of musical comedy, we have always felt, is whether it breaks 
out into song or breaks down into it — Frank S Nugfnt, Tfu New Yor\ 
Times y Dec 3, 1937 

It’s no disgrace to be poor, but it might as well be 

Bees are not as busy as we think they are They jest can’t buzz any 
slower — Kin Hubbard, / he Saytng:> of Abe Martin 

Closely related to epigrams are aphorisms — pithy statements but 
more likely to be abstract and not necessarily witty The essays of 
Francis Bacon are packed with aphorisms, and some modern essay- 
ists use them too 

To spend too much time in studies is sloth, to use them too much for 
ornament, is affectation, to make judgment wholly by their rules, is the 
humour of a scholar Read not to contradict and confute, nor to 

believe and take for granted, not to find talk and discourse, but to weigh 
and consider Reading maketh a full man, conference a ready man, 
and wriung an exact man — Francis Bacon, “Of Studies’* 
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•er, «re 


Proverbs are the often quoted, concrete expressions of popula 
wisdom They are likely to make observations on character or con- 
duct As a rule their authors are unknown 

It never rains but it pours 

Still waters run deep 

Ids hard for an empty sack to stand upright. 

Alcohol and gasoline don’t mix 

A special type of epigram is the patadox, which makes a statement 
that as it stands contradicts fact or common sense or itself, and yet 
suggests a truth or at least a half truth 

All generalizations are false, including this one 

Dr Richirds is no mystic, he is a behaviourist, a behaviourist being a 
psychologist who does not believe m psychology — P H Ballard, Thought 
and iMnguage, p 265 

(REFLRENcr The Oxford Dictionary of Proeerhs compiled by William G Smith 
(Oxford, 19 j>6) 

-er^ -or Names of persons or things performing an act (nouns of 
agent) and some other nouns are formed in English by adding -er 
to a verb {doer^ {{tilery pamtery thtn]{et)y but many end in -or, chiefly 
nouns taken in from Latin or French {asi^essoPy p) evancator) 

Since the two endings are pronounced the same (^r), it is hard 
to tell whether -er or -or should be written Here are a few as 
samples, a dictionary will have to settle most questions 


With -er 


advertiser 

consumer 

mixer 

‘advisor (shifted 

debater 

peddler (pedlar) 

from adviser) 

engraver 

propeller 

better (bettor) 

manufacturer 

subscriber 

tondensci 

With -or 


accelerator 

detector 

proprietor 

administrator 

distributor 

protector 

ancestor 

editor 

rotor 

bachelor 

governor 

spectator 

benefactor 

inventor 

sponsor 

carburetor 

(or mventer) 

supervisor 

competitor 

legislator 

transgressor 

conductor 

motor 

ventilator 

conqueror 

objector 

warrior 

There are a few 

nouns of agent ending in -ar 

beggar, burglar, liar. 


-er, -re Many words formerly ending m -re are now spelled -er in 
American usage This group includes the following: 
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err 


caliber maneuver 

center meager 

fiber meter 

luster miter 


niter sepulcher 

ocher somber 

saber specter 

scepter theater 


British usage tends to -re in most of these words, though Fowler 
says they are being changed to -er one by one, because “we prefer 
in England to break with our illogicalities slowly ” 

An American writer who wishes a slightly archaic flavor will tend 
to use the -re forms, most will naturally use the -er forms 

Theater is divided in spelling, partly because it is found in a 
good many proper names of buildings and companies which were 
set up when theatre was the more common spelling, pardy because 
of the leisure class associations of the word Keep the form actually 
used in proper names and ordinarily use theater elsewhere. 

AcrCy lucre, mediocre keep the -re to represent a c pronounced \ 
(contrast soccer), and ogre is the current form, though some words 
with g, like meager, have changed. 


err Usually pronounced ur; but there is some, and perhaps a grow- 
ing tendency to pronounce it er, from ^analogy with error (er'ar) 


Esq., Esquire Written following a man’s name in the inside and 
outside address of a letter. Esq or Esquire is formal, with archaic 
or British suggestion, and in the United States is not often used 
except to professional men, chiefly to lawyers No other title (such 
as Mr , Dr , Hon ) should be used with the word Harry A 
Kinne, Esq 

Essential modifier See ^Restrictive and nonrestrictive, and Chap- 
ter 5, “Commas with close and loose modifiers,” page 144 

etc., et cetera Etc , usually read and io forth, is sometimes a con- 
venient way to end a series that samples rather than completes an 
enumeration, but it belongs primarily to reference and business 
usage 

The case is suitable for prints, maps, blueprints, etc 
Its inappropriateness can be seen in a sentence like this* 

A student’s professors can be of immense aid to him because of their 
knowledge of boys and their habits, customs, needs, ideals, etc 

Writing out et cetera now seems an affectation. In consecutive 
writing most people prefer the English “and so forth.” It is better 
to avoid these end tags (which really take away from emphasis by 
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every and its compounds 

putting a catchall at the end of a clause or sentence) by rephrasing 
the list, preceding it by such as or some other warning that the list 
you are giving is not exhaustive* 

The case is suitable for such large sheets as prints, maps, and blueprints 

And etc shows the writer doesn’t realize that the et of etc, means 
andy so that he is writing and and so forth 

Etymology See ^Origin of words 

Euphemisms A euphemism is a softened word used in place of 
one that names more vigorously some suffering, or something un- 
pleasant, or something regarded as not quite nice pass away for 
diCy natural son for illegitimate son or bastard, expectorate for spit, 
separate from the college for expel or fire or flunl{ out 

Occasionally euphemisms are warranted to avoid hurting some- 
one’s feelings But in general it is safer — and better style — to call 
things by their right names, even if they are somewhat unpleasant. 

For further discussion and examples see Chapter 12, “Euphe- 
misms,” page 337 

Euphony means harmonious or pleasing sounds (See Chapter 10, 
“Qualities of sound,” page 295 ) 

Evaluating For evaluating material in themes, see Chapter 1, page 
12, for reference papers, Chapter 13, page 383 

every and its compounds 1. Every, everybody, everyone are gram- 
matically singular 

Every man on the team did his best 

Everybody likes the new minister 

Everyone took his purchases home with him 

Colloquially these words arc treated as collectives A verb imme- 
diately following everyone or everybody is usually singular, but a 
pronoun referring back to it from a little distance is likely to be 
plural 

Everybody is taking off their hats 

This IS reasonable, since the reference is to a number ot people. 
To make these expressions conform to formal written usage, it 
is often better to change the everybody to a more accurate plural 
or collective than to change the later pronoun 

They all did their best The crowd are taking off their hats 
(Reference Fries, p 50 ) 
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Exact connective 


2. Everybody is always written as one word, everyone is usually 
written as one word, but when the one is stressed, as two: 

Everybody knew what the end would be 

Everyone knew what the end would be 

Every one of the family knew what the end would be 

3. Every so often, every bit as {happy, etc ) are useful informal 
idioms: 

Every so often someone in the crowd would give a teriific shout 

They are every bit as happy as they expected to be 

4. Every place is a colloquial adverbial phrase, somewhat more 
reputable than any place ("^any, § 4) 

Every place I looked the people said the same thing 

Exact connective See *Con) unctions § 1 and articles on particular 
connectives, *as, *but, *so, *while. 

Exact use of words See Chapter 11, “The responsible use of words,” 
page 326. 

Exactness of meaning See Chapter 9, page 243. 

Exaggeration The figure of speech (hyperbole) in which a state- 
ment IS enlarged or overstated See Chapter 12, “Degree of state- 
ment,” page 350. 

Examples See Chapter 7, “Details,” page 172 

except, accept Except, as a verb, means to “leave out, exclude”. 
“He excepted those who had done the assignment from the extra 
reading.” It is decidedly foi;mal, and excused or even exempted 
would be more natural in the sentence given. 

Accept means to “get” or “receive” and is slightly formal “1 
accept with pleasure” — “He accepted the position.” 

We confuse the two words in writing usually because of care- 
lessness rather than ignorance. Remember that we see and write 
the preposition except (“Everyone except you”) much oftener than 
we do either of the verbs 

exception “And this was no exception” is a colorless and often 
wordy way of combining a particular statement and a general 
statement. 

Most young actors experience numerous difficulties in their early appear- 
ances I was no exception (Revised Like most young actors, I ex- 
perienced . , .) 
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Exclamations 


Exclamation mark (!) An exclamation mark (or point) is used 
after an emphatic interjection and after a phrase, clause, or sen- 
tence that IS genuinely exclamatory, and after forceful commands. 
Clear cut exclamations offer no problem 

Oh! Ouch* No, no, no* 

“But,” he protested, “it’s the chance of a lifetime!” 

A number of children playing on the quay saw him, and with a wild 
cry of “Squirrel* Squirrel!” went after him ^ — W H Hudson, The Boo\ 
of a Natwalistf p 61 

But many interjections are weak and deserve no more than a 
comma 

Well, well, so you’re in college now 

Often sentences cast in exclamatory pattern are really statements 
put that way for variety (^Exclamations) and the exclamation 
mark is optional Its use would depend chiefly on appropriateness 
and the emphasis intended and on whether the writer tends to 
close punctuation (which is likely to show a number of exclama- 
tion marks) or open (which is more likely to rely on commas) 

The country! [Or, a period] Why anybody ever went to the country 
He might bt in New York with the gang Playing ball in the streets, 
dodging the trucks, the cars, the cabs* [Or, a period] 

Exclamation marks are more characteristic of imaginative writ- 
ing, especially of fiction, than of factual writing In factual writing 
It IS well to remember that in some newspaper offices the exclama- 
tion mark is known as a screamer — and that its overuse is a mark 
of nervousness or of ^schoolgirl style 
(See ch 5, “Exclamiuon mark,” p 140 ) 

Exclamations are expressions of feeling or emphatic statements of 
fact or opinion They range from the simple and often involun- 
tary Ohf or Ouch^ to fully developed sentences. 

One word exclamations may be regarded as full sentences if they 
deserve that much emphasis {Oh^ You neatly upset my plate) ^ or 
as parts of sentences if they seem to belong with other sentence 
elements Oh^ you re here at lastf [or] Oh, you're here at last^ 

Many exclamations begin with what or how What a vtew^ How 
could youf How lucky you are I 

An exclamation expressing an emphatic opinion gives not only 
emphasis but variety in a passage 

But the methods chosen for the transition must always bear those human 
values in mind, for a whole new social order must inevitably result from a 
new kind of economic system, and in the process of slow nurture and growth 
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excuse, pardon 

initial trends may be all-important Compulsion is a bad way to make men 
free! — Alfred M Bingham, Insurgent Amertca, p 6 

But used )ust for variety or to give emphasis to what are really com- 
monplaces, exclamations are usually ineffective and give the effect 
of a strained or schoolgirl style • 

Think how often you have judged a person by the way in which he 
speaks! Think of a salesman who is a poor talker! It sounds like the height 
of unreality, but what a situation in this highly competitive world! Think 
of a college professor who could not intelligently lecture to his classes 
because he had not learned the art of elocution f 

excuse, pardon Small slips are excused y more considerable faults 
(and crimes) are pardoned ‘‘Pardon me” is sometimes considered 
more elegant than “Excuse me” in upper-class social situations. 
Excuse has also the special meaning of “giving permission to leave ” 

expect means “to look forward to” and also “to look for with con- 
fidence ” In formal English it is usually kept close to some meaning 
involving anticipation, but in colloquial usage its meaning is ex- 
tended and weakened to “suppose” — “I expect you’d better be going ” 

Experiment in English Language and literary style tend to become 
stereotyped, the same kinds of words are used over and over in the 
same kinds of constructions, their effectiveness m conveying indi- 
vidual impressions decreases The more important writers escape 
monotony by the force of their message or the individuality of 
their expression, and most of them more or less consciously either 
Ignore conventions of language or experiment with words or con- 
structions 

Almost anyone with an interest in writing will experiment in his 
own familiar writing, trying 'out spelling, unusual words or com- 
binations of words, unorthodox sentence patterns Some writers 
in their published work experiment also We might call any depar- 
ture from the commonly written and printed English an experiment 
— if It is not just the result of carelessness or ignorance. Ad- 
vertisers are active experimenters, using shortened spellings, cre- 
ated words, and free sentence forms At the other extreme purists 
may also be regarded as experimenters, trying to limit speaking and 
writing to the formal vocabulary and formal constructions, as it 
never has been in all its history. 

Writers like Damon Runyon and P. G Wodehouse are really 
experimenters, since they create a lingo for their stories by taking 
ordinary traits of speech and pushing them further than natural 
usage would. This bit from Mr. Wodehouse shows his potpourri 
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Experiment in English 

of colloquialisms, slang, literary phrases (and allusions), and cre- 
ated words {bonhomous) 

From his earliest years the Biscuit had nourished an unwavering convic- 
tion that Providence was saving up something particularly juicy in the way 
of rewards for him and that it was only a question of time before it came 
across and delivered the goods He based this belief on the fact that he 
had always tried to be a reasonably bonhomous sort of bird and was one 
who, like Abou Ben Adhem, loved his fellow men Abou had clicked, and 
Lord Biskerton expected to click But not in his most sanguine moments, 
not even after a Bump Supper at Oxford or the celebration of somebody’s 
birthday at the Drones, had he ever expected to click on this colossal scale 
It just showed that, when Providence knew it had got hold of a good man, 
the sky was the limit — P G Wodehouse, Big Money y p 286 

Recent writers like James Joyce, Gertrude Stem, and E E Cum- 
mings have experimented in English prose One of the chief interests 
of these writers, aside from freshening the nature of English prose, 
has been to carry expression closer to thought, creating, especially, 
sentence patterns that follow or at least suggest the actual thought 
of a character or of the writer himself 

Gertrude Stein’s explanation of why she does not use commas con- 
ventionally both describes and illustrates an individual’s approach 
to these problems of language She holds that because most writers 
use commas in certain ways is not sufficient reason for her doing it 
She asks if commas really convey her sense of her meaning or if 
they are just lazy props, keeping the reader from a properly active 
participation in understanding 

What does a comma do 

I have refused them so often and left them out so much and did without 
them so continually that I have come finally to be indifferent to them I do 
not now care whether you put them in or not but for a long time I felt 
/ery definitely about them and would have nothing to do with them 
As I say commas are servile and they have no life of their own, and their 
use is not a use, it is a way of replacing one’s own interest and I do decidedly 
like to like my own interest my own interest in what I am doing A comma 
by helping you along holding your coat for you and putting on your shoes 
keeps you from living your life as actively as you should lead it and to me 
for many years and I still do feel that way about it only now I do not pay 
as much attention to them, the use of them was positively degrading Let me 
tell you what I felt and what I meant 

When It gets really difficult you want to disentangle rather than to cut the 
knot, at least so anybody feels who is working with any thread, so anybody 
feels who is working with any tool so anybody feels who is writing any 
sentence or reading it after it has been written And what does a comma 
do, a comma does nothing but make easy a thing that if you like it enough 
IS easy enough without the comma A long complicated sentence should 

555 



Experiment in English 

force Itself upon you, make you know yourself knowing ii and the comma, 
well at the most a comma is a poor period that it lets you stop and take a 
breath but if you want to take a breath you ought to know yourself that 
you want to take a breath It is not like stopping altogether which is what 
a period does stopping altogether has something to do with going on, but 
taking a breath well you arc always taking a breath and why emphasize 
one breath rather than another breath Anyway that is the way I felt about 
It and I felt that about it very stiongly And so I almost never used a 
comma The longer, the more complicated the sentence the greater the 
number ot the same kind of words I had following one after another, the 
more the very many more I had of them the more I felt the passionate 
need of their taking care ot themselves by themselves and not helping them, 
and thereby enfeebling them by putting in a comma — Gertrude Stfin, 
Lectures tn Amertcay pp 219-21 

More recently, in Finnegans IVa^e, James Joyce has gone on to 
experiment with words, breaking up familiar words, changing 
sounds slightly, combining elements 

Yet he made leave to many a door beside of Finglas wold for so witness 
his chambered cairns silent that are at browse up hill and down coombe 
and on eolithostroton, at Howth or at Coolock or at Enniskerry Olivers 
lambs we do call them and they shall be gathered unto him, their herd and 
paladin, in that day when he skall wake from earthsleep in his valle of 
briers and o’er dun and dale the Wulverulverlord (protect us*) his mightv 
horn skall roll, orland, roll 

LiverpooP Sot a bit of it* His braynes cook parriich, his pelt nassy, 
his heart’s adrone, his bluidstreams acrawl, his puff but a piff, his extremities 
extremely so Humph is m his doge Words weigh no more to him than 
raindrops to Rethfernhim Which we all like Rain When we sleep 
Drops But wait until our sleeping Drain Sdops 

For most readers this is carrying experiment too far Certainly 
It IS paying little attention to a reader or to demands of communica- 
tion A writer of course can Wiitt merely to please himself, or for the 
fun of It (and there is much sheer fun back of most of this experi- 
mentation), but he cannot blame readers if they do not feel like 
bothering to decipher his cryptograms. Joyce was doing this quite 
voluntarily (or wilfully), for in 7^/ie Portrait of the Artist as a 
young Man and in the volume of short stories Dubliners he wrote 
a flexible and effective English Similarly E E Cummings, whose 
Eiwi IS the story of a visit to Russia written in experimental prose, 
wrote one of the classics of the first world war in The Enormous 
Room — in a conventional but thoroughly individual prose These 
experiments are not the work of writers who can’t write English 
but of talented writers who are trying to make English prose more 
expressive, to make it come closer to representing their individual 
view of things 
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extracurricular 


Though these writers have pushed their experiments to the point 
o£ eccentricity, their work is useful Because of the work of Joyce 
and Miss Stein, for instance, others, like John Dos Passos, Evelyn 
Scott, Ernest Hemingway, and a whole younger generation, have 
written with greater freedom These, together with the vigorous 
if more conventional writers like George Bernard Shaw in his 
Prefaces and H L Mencken in his Prejudices^ have gone a long 
way toward breaking up stereotypes of prose and toward making 
possible the notable vigor and flexibility of current writing 

These experimenters are worth reading and study — but not direct 
imitation They are individualists who have tried to find expression 
for their individual needs Imitating the external traits of the style 
of Damon Runyon or of Gertrude Stem will usually mean failure 
because the imitator’s needs are not the same as those of the pio- 
neers But reading such writers should give a writer courage to try 
to find a method of presenting his mateiial as he sees it, even if 
that means departing from some of the conventions of writing 
This is part of the spirit of modern literature 

(Referencfs Dobree, Part iv, $2, ‘ Experiments Gertrude Stem, Lectures jk 
A merica (New York, 1935), “Poetry and Gramm ir“) 

Expletives See *it, *there is, there are 

Expository writing Writing that is intended primarily to inform its 
readers — by presenting tacts, giving directions, recording events 
interpreting facts, developing opinions — is expository. People do 
not sit down to write “exposition”, the woid is convement for 
grouping various articles that convey information 

Expositorv articles differ in their emphasis from arguments, 
which are intended to influence the reader’s beliefs or to lead him 
to some action Imaginative writing is not primarily expository 
(although novels have been written to explain their author’s point 
of view on something) but aims directly at pleasing or moving a 
reader. There may be subordinate expository movements, as when 
m a novel a character’s situation oi his past is explained. 

The bulk of college writing, probably all except imaginative 
writing done in advanced composition courses, is expository. The 
articles in this Guide-Index are expository 

extracurricular means “outside the course of study” (extracurric- 
ular activities) ; sometimes hyphened but usually not. Extracumeu- 
lutn IS occasionally found as an alternate adjective form. 
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F 


F The sound of / occurs spelled /, ph^ and gh (See *-ough). 
The words with ph go back to Greek words with pht ($) • philos- 
ophy^ telephone, a few have been simplified to / fantasy, sulfur. 
Nouns ending in / usually have the corresponding voiced sound 
(v) in the plural leaf — leaves, loaf — loaves, wife — wives, beef has 
either beeves or beefs 

fact (the fact that) The fact that is very often a circumlocution 
for which that alone would do better 

He was quite conscious [of the fact] that his visitor had some other 
reason for coming. 

(See ch. 10, “Deadwood,** p 284.) 

Factual and imaginative writing The fundamental distinction 
underlying types of writing is that in some types the writer’s first 
responsibility is confining himself to facts (in so far as they can be 
found) or to reasoning based on facts, in others he has the liberty of 
fabricating any action or picture or idea that may serve his purpose 
The principal types of factual writing are news stories, inter- 
views, characterizations of people, biography, history, informa- 
tional articles of all kinds; and, involving reasoning upon facts, 
reviews, editorials, critical articles on all sorts of subjects, personal 
essays, and discussions of more general ideas such as demonstra- 
tion of hypotheses, theories, ideals, philosophical concepts. What- 
ever other qualities these articles may have, whatever their virtues 
or faults, they are fundamentally good or bad according as they 
approach the truth and correspond to some strand of human ob- 
servation or experience. 

The imaginative types, in which the writer’s conception is the 
controlling factor, are poems, plays, short stories, novels. 

falls, woods Though plural in form these words are really singu- 
lar (or collective) in meaning We speak of a falls or a woods but 
ordinarily use them with plural verbs (The falls are almost dry in 
August). In proper names they are frequently used with a singular 
verb: Niagara Falls ts receding, 

famed When famed is used for famous or well kjiown, it usually 
suggests a journalese style, or a staccato one (as in Time ) : 

famed eating place famed Nobel prize winner 

At seven thirty we anchored off the famed yachting center. 
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faze 


It IS often a sign of amateur writing to label as famed (or as 
famous^ for that matter) really well known people. 

Familiar English Correction: This passage is too &miliar to stand 
in this paper. Make it somewhat more formal. 

Familiar English is the way we speak and write for ourselves — 
as in diaries and notes for future work — and with or for our friends. 
We know that we are not going to be judged by our language, as 
in part we are when we speak or write for strangers, and we can 
use our natural, easy speech — with contractions, clipped words and 
abbreviated sentences, allusions to our common background that 
might puzzle an outsider For others we have to approach the 
standards set chiefly by editors for the language used in carrying on 
public affairs, but for our friends we can use what is really a sort 
of shirtsleeve — but not necessarily slovenly — English, an especially 
informal informal sort of usage. 

(See ch 2, “Familiar English,” p 45 ) 

farther— further In formal English some people make a distinc- 
tion between farther and further^ confining the first to expressions 
of physical distance and the second to abstract relationships ot 
degree or quantity 

We went on twenty miles fatthei He went farther than I, but neither of 
us reached the town 

He carries that sort of thing juft/iet than I would He went furthet into 
his family history He got further and fuither into debt 

In colloquial and informal English the distinction is not kept and 
there is a definite tendency for fwther to be used in all senses. 

Fascism— fascist Pronounced fash'iz m, fash'ist Fasasmy Fascist 
are capitalized when they refer to Italian politics as we capitalize 
Republican and Democrat in this country When the word refers 
to a movement in another country in which the party has a different 
name, it need not be capitalized but often is When it refers to the 
general idea of fascist politics, or an unorganized tendency, as in 
the United States, it is not capitalized. 

Fasctstt (singular, Fascista) has also been anglicized in pronun- 
ciation . fo shis'ti; Italian pronunciation fa she'ste (Compare '“'Nazi ) 

faze A word which has worked its way from dialect (feezCy to dis- 
turb) to good American colloquial and informal usage. It means 
“to daunt or disconcert” and is almost always used negatively (The 
bawling out didn’t faze him). Do not confuse this word with pha^Cy 
meaning “aspect,” 
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fellow 


fellow Colloquial and informal when used to mean “person”; for- 
mal in sense of “associate ” Most commonly used in writing as ad- 
jective. his fellow sufferers, a fellow feeling (“a similar feeling,” 
or “sympathy”). 

female Usage now restricts feniale to designations of sex, usually in 
scientific contexts. This leaves English without a single word for 
female-human-being-regardless-of-age. 

fewer See *less, fewer. 

fiance, fiancee About a century ago the English betrothed was 
replaced by the French word (probably by “society” journalists), 
and now we are cursed not only with accent marks but with separate 
forms for the man (fiance) and the woman (fiancee). Pronunciation 
for both is fe'sn sa', with a tendency to fe an'sa. The plurals are 
fiances, fiancees. In newspapers and much informal writing the ac- 
cent mark is dropped and probably it will soon disappear generally. 

Figures of speech Correction: This figure of speech is inappro- 
priate, inconsistent, or threadbare. Revise the passage. 

Words can be used in their usual meaning or they can be bor- 
rowed to apply to other things We can talk of music in terms of 
color, or moral problems in terms of a game, and so on Fresh and 
appropriate figures can help a reader see and understand what you 
are talking about, but careless or tasteless figures detract They may 
be threadbare, used as often as “a ribbon of concrete” or “old man 
Winter ” This sentence has one trite and one fresh figure 

The strident shriek of a siien [Trite ] split the silence and [Fresh ] two 
searching fingers of light swung around the corner as if feeling for the 
scene of the disturbance 

They may be strained and unnatural, as in this description of dawn : 

Over yonder hill Apollo thrust the blade of his golden sword, severing 
the filmy mist that bl«uiktted the paths of old Onondaga 

Or they may be inconsistent (“mixed”), as in this melange 

The personnel is subject to a further boiling down to the tune that each 
man should be selected for the qualities that fit him for the special role he 
has to play 

Such figures stamp a person as an immature writer 

(The effective use of figures of speech is discussed in ch 12, “figurative use of 
words,” p 344 The most commonly used figures (metaphors, similes, metonymy, 
irony, exaggeration, and understatement) are described in that chapter Other figures 
are discussed in Index articles *Alliteration, *Climax, ^Epigrams (and proverbs, para- 
doxes), ♦Imitative words and phrases, *Incongruous details (oxymoron), *Negatives, 
♦Personification, ♦Puns ) 
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fish 


Figures (1, 2, 47) See ^Numbers. 

Final consonants See ^Doubling final consonants. 

Final e See (chapter 6, page 164, and *E § 5 

finance, financier Pronunciation of these words is divided: 

Verb fi nans', fi'nans 

Noun fi nans', fi'nans (the latter contorming to the English *noun and 
verb stress) 

Noun fin'an sir', fi'nan sir', occasionally (British) finan'sisr 

fine A ^counter word of general approval, slightly more vigorous 
than ntce^ but of little value in writing and better omitted 

Spring football practice has one aim, to weld eleven men into a [fine,] 
coordinated team 

Fine writing “Fine writing” is generally a term of dispraise, applied 
to writing that is too pretentious to be appropriate See Chapter 
12, “Words that weaken,” page 333, and “Use of figures,” page 345 
For legitimate elevation of style see ^Heightened style 

Finite verbs A finite verb form is one that is limited (Latin finiSy 
“end, limit”), that is, that can be limited in pct^on (by one of the 
pronouns or by a subject), or in time (by a tense form goes^ went)^ 
ot in nitmhei (singular or plural) These are contrasted with the 
“infinite” parts, the infinitives (go, to go, to have gone), participles 
{going, gone), and verbal nouns {going) which are not limited in 
person or number They become “finite” in verb phrases in which 
the variable characteristics are indicated by an “auxiliary” or func- 
tion word (he is going, he will go, he ha^ gone) 

Finite verbs can be mam verbs in clauses and sentences (I had 
gone before he came) , infinite parts are ordinarily in subordinate 
constructions (^verbids) Before coming. Gone with the wind (But 
see ^Infinitives § 4 and ^Participles § 4 ) 

first See ^former — first, latter — last 

First draft The preliminary version ot a paper See Chapter 1, 
“Wilting the first draft,” page 15, Chapter 1, “Paragraphs in the 
making,” page 182, and Chapter H, “The first draft,” p 386 

first rate— first-rate Written with or without a hyphen, and some- 
times as one word 

fish The plural is also ^sh (We got only six fish in the whole day’s 
fishing), except in speaking definitely of various species of fish, as 
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in “Most of the income of the island is from these fishes cod, hali- 
but, and sword.” 

fix In formal usage fix means to “fasten in place”; in informal usage 
It means to “repair” or to “put in shape.” Ftx as a noun meaning 
“predicament” (to be in a fix) is colloquial. 

flaunt— flout Flaunt (flont) to “wave, display boastfully,” and flout 
(flout), to “insult, treat with contempt,” are sometimes confused 
See “Mistaken words,” page 327. 

folk— folks Formal English and some local speech use as the 
plural, as general usage has folf^Sy especially in the sense of “members 
of a family ” 

Folklore and jolkway are written as one word, jol\ dance, foll{ 
music ^ fol\ tale usually as two, /o/^ song and folksong are both used 

Footnotes For the use of footnotes in reference papers and for their 
form, see Chapter 13, “Footnotes,” page 388. 

for For distinction between because and for, see ^because. 

A comma is usually needed between two coordinate clauses joined 
by for, without it the for might be read as a preposition 

He was glad to go, for Mrs Crane had been especially good to him. 

(Not He was glad to go for Mrs Crane ) 

for example The conventional abbreviation for for example is e,g, 
(Latin exempli gratia). For punctuation see ^namely. 

Foreign words in English 

1. Anglicizing foreign words. 2. Use of borrowed words. 

3. Handling borrowed words. 4. List of borrowed words. 

1. Anglicizing foreign words. English has always borrowed 
words and roots freely from other languages and is still borrowing, 
especially from Greek and French Most borrowed words that have 
been used for a long time cannot be told from native English words, 
but those taken in recently often raise questions They usually cross 
the threshold of English with their foreign pronunciation and spell- 
ing and perhaps with un-English plurals or other forms. The 
process of anglicizing brings them more or less in line with English 
usage, but, if they are used commonly, they may keep some of their 
foreign quality, like the / of machine, the silent s in debris, the t 
where English is tempted to put ix d m kindergarten. 

Many loan words are in a transition stage, showing two spellings 
{maneuver — manoeuvre, role — role, fiancee — fiancee); with otheis 
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we are experimenting with pronunciations, the winner not yet 
clearly seen (melee ma la',ma'la, mel'a, and even me'le; zwiebac\ 
tsve'bak, tswe^bak, swl^bak, zwi^bak). Some words that have been 
in English a considerable time are still changing, especially m stress 
(debris ds bre' — deb're) and in consonant sounds (massage: 
masazh' — mssaj'). These words show how a rough compromise 
is worked out between English practice and the original form. 

The speed and degree of anglicizing depends on the frequency of 
use of the word, the circumstances in which it is used, and the 
people who use it. The attitude of linguists is that if a word proves 
useful It will assume a natural English form. Hors d'oeuvie is a 
useful word and not difficult to say, but its looks are conspic- 
ously un-English. If menu makers would spell it orderve^ we could 
all be happy with it. 

Formal writers and conservative editors tend to keep the foreign 
spellings longer than informal writers and popular editors. If the 
words come in through the spoken language, like those of the auto- 
mobile vocabulary, they usually become English or near-English 
sooner than if they come in by way of literature we have chassis 
(shas'i or shas'is, sometimes chases), chauffeur (shdT^r — the spell- 
ing lagging), garage (go razh' or gs raj' — in England gar'i)), 
detour (de'toor) Words that come in through and remain in literary 
or ‘‘polite** circles change more slowly, in both spelling and pro- 
nunciation tete-^'tete, faux pa^y nouveau riche 

2. U«e of borrowed words. The best reason for using an un- 
natuialized or partly naturalized word is that it supplies a real lack 
in English, perhaps says in one word what English would have to 
use a phrase or sentence to express Entrepreneur, “one who under- 
takes business, especially assumes commercial risk’* is useful since 
the English undertaker has a special meaning of its own Beige, 
“the color of unbleached wool or cotton,” suede, tableau, protege 
are useful. We have also taken in a number of words and phrases 
of doubtful usefulness entre nous, when we have between our- 
selves, or in confidence, affaire du coeur for love affair, raison 
d'etre for reason for being, and so on Most of the words given in 
the list in § 4 are a definite convenience to users of English, but the 
general use of foreign words needs to be watched. 

Sometimes the gain is in force or tone or suggestion, as ersatz is 
stronger than substitute, and liaison brings with it either a connota- 
tion of social unconventionally or of military activity, depending 
on the context. Nouveau riche brings its suggestion of dispraise, 
replacing an earlier borrowing, parvenu, which in turn displaced 
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the more blunt upstart. French words are often used for tone, espe- 
cially in discussing (and more especially in advertising) women’s 
fashions: chtc^ svelte^ laptn {rabbit in other places) — and even 
sacque, which doesn’t exist in French. A couple of generations ago 
French was used a good deal for polite social euphemisms, to avoid 
plam English demimonde^ fille de ;o/^, femme de chambre^ enceinte^ 
accouchement, double entendre. Now these have generally gone out 
of use except with the falsely modest, their place once more taken 
by straight English. Parade of foreign words, a temptation to some 
who are learning a language or have )ust returned from abroad, is 
usually in bad taste, and tlieir use even by people wholly at home 
with the languages is likely to be inappropriate Fitness to material, 
to readers, and to the writer himself (at his natural best) will usually 
decide whether a foreign word should be used 

3. Handling borrowed words in copy, (a) Italics. Words 
which have not been completely anglicized are printed in italics 
in magazines and books and should be underlined in copy News- 
papers do not use italics for such purposes, and their practice of 
course has tended to lessen the use of italics by others There are 
always many words on the borderline which will be found some- 
times in Italics, sometimes not Formal writers tend to use more 
Italics, informal, fewer. Consult a recent dictionary for doubtful 
words — remembering that it will represent conservative usage. 

b) Accent and other marks. Words recently taken in from 
French are usually written with accent marks if they were so written 
in French. Newspapers do not use accent marks except in some de- 
partments like the editorial, art, music, and fashion pages After 
they have been used for a time m English, the accents are usually 
dropped unless they are necessary to indicate pronunciation. Matinee y 
melee, role do not need marks; cafe does. Similarly canon is now 
usually spelled canyon, but* ptnon. A cedilla shows that a c before 
a or o IS pronounced s facade, soup f on. 

In German all nouns are capitalized, and recent or infrequent 
borrowings from German are capitalized in English, usually if they 
are still printed in italics. Anschluss, Realpolttt\, Weltanschauung, 
but hinterland, }{indergarten, blitzkrieg 

c) Plurals. English usually brings borrowed words into its own 
system of conjugation and declension, though some words change 
slowly, especially words used most in formal writing {^formulae — 
formulas, and so on). Beaus is now more common than beaux, and 
tableaus is gaining on tableaux. See ^Plurals § 4. 
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A few French adjectives are kept in both masculine and feminine 
forms *blond — blonde^ debonair — debonatre 

d) Pronunciation For pronunciation of borrowed words, see 
the examples given in the list below or consult a dictionary 

4. List of borrowed words. This list contains a small selection 
of loan words in fairly common use. Those in italics would ordi- 
narily be Italicized in print. When two forms are separated by a 
dash, they are both common A form in brackets is less common 
than the other. Pronunciations are indicated for words which might 
offer difficulty. A word marked with an asterisk (*) is separately dis- 
cussed in an article of its own For words not given here consult a 
recent dictionary See ^Pronunciation § 3 for key to symbols 


agenda (ajen'da) 
a id-d e-camp — aide-de-camp 
(ad'da Lamp') 

*a la 
a la carte 
*alamode 

amateur (am's choor — am'a tyoor 
— am'o tur') 

*beau, plu beaus [beaux] 
beige (bazh) 
blitzkrieg 

*blond (masc ), blonde (fern ) 
bourgeois (booi'zhwa — 
boor zhwa') 
brassiere [brassiere] 

(bro zir') 
buffet (boo fa') 
bushido (bdo'she do') 
cadet (ka det') 
cafe (ka fa' — ka fa') 
canyon [canon] 

chassis (shas'i, shas'is [chas'is]) 
chic (shek — shik, often chik) 
cliche (kli sha' — kle sha') 
coiffure (kwa fyoor') 
communique (ko mu'na ka) — 
ka mu'na ka') 
connoisseur (kon'a sur') 
corps, plu corps (kor, plu korz) 
coup, plu coups (kob, plu kobz) 
coup d'etat (koo da ta') 
creche [creche] (krash — kresh) 
crepe — crepe — crape (krap) 
crescendo (kra shen'do — 
kra sen'do) 


crochet, crocheting 
(kro sha', kro sha'ing) 
cure (kyoo ra') 

debris (dabre' — da'bie — deb're) 
debut (di bu' — da'bu — da bu') 
debutante (deb'yoo tant — 
deb'ya tant) 
dirndl 

Don Juan (don ]oo'an — 
don hwan') 

Don Quixote (don kwik'sat — 
don ke ho'te) 
dramatis personae 
(dram'a tis par so'ne) 
eclair — eclair (a klar') 

♦e g 

ennui (an'we) 
entrepreneur 
entree — entree 
ersatz 
et al 

faux pas, plu faux pas (fo'pa' — 
fo'pa') 

fete [fete] (fat) 

*fiance (masc ), fiancee (fern) 
(fe'an sa' [fe'an sa] ) 
garage (ga razh' — ga raj') 
han-kari (ha'ri ka'n) 
hors d’oeuvres (or durv') 
tbtd 
*1 e 

kindergarten 
liaison (le'a zon' — 
le'a zan) 

lingerie (lan'zha rc' — lon'zha re') 
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liqueur (h kur' — li kyoor') 
massage (ma sazh' — ma saj') 
materiel — materiel 
matinee (mat a na' — mat'a na) 
mayonnaise 

melee (ma la' — ma'la — mel'a — 
me'le) 

menu (ma'nu — men'u, French 
pronunciation not current) 
milieu (melyu') 
monsieur (ma syu') , plu mes- 
sieurs — messrs (mes'arz — ma- 
syu') _ 

moujik — muzhik (moo zhik') 
^naive [naivej — naif sometimes 
used 

negligee [neglige] (neg'la zha' — 
neg'b zha') 

noutfeau rtche — nouveau riche 
(nod v6 resh') plural, nouveaux 
riches (noo v6 resh') 
obbligato — obligato 
papier mache (pa'par ma sha') 
passe (pa sa' — pas'a) 
precis (pra se' — pra'se) 
premiere — ^premiere (pri mir' — 
pra myer') 

protege (masc ), protegee (fern ) 
(pro'ta zha) 
pronto 

quasi (kwa'sl — kwa'zl [kwa'si] 
questionnaire [questionary] 
(kwes'chan ar') 


ragout (ra g^) 
rapport (ra port') 

en rapport (aN ra por' — 
an ra por') 

Realpoltti\ (ra al'po luek') 
rendezvous (ran'da voo), 
plural rendezvous 
(ran'da vddz) 
repertoire (rep'ar twar 
[rep'ar twor] ) — repertory 
resume (rez'u ma — rez'u ma') 
revue (n vu') 

ricochet (rik a sha' — rik a shet') 
Vole [role] 

salon (sa Ion') — salon (sa Ion') 
slalom (sla'lom) 
status quo (sta'tas kwo — stat'as- 
kvvd) 

stein (stin) 

suede — suede (swad) 

svelte (svelt) 

tableau (tab'16 — tab 16'), plural 
tableaux — tableaus (tab loz') 
tete-a-tete (tat'atat'), accents be- 
ing dropped m informal usage 
via (vi'a) 

VIZ (that is) 
vs — vs (vursas) 

Wc Itanschauung 
(velt'an'shou'oong) 

W eltschmertz (velt'shmerts') 
zwieback (tswe'bak — tsve'bak — 
[swi'bak — zwi'bak] ) 


(See ^English language, *Latin and English, ^Origin of words, ♦Plurals % 4 Ref- 
erences Kenyon and Knott, $ 122, Brander Matthews, “Ihe Englishing of hrtnch 
Words,” Society for Pure English Tracts^ 1920, v, 3-20, T R Palfrey, “The Con- 
tribution of Foieign Language Study to Mastery of the Vernacular,” Modern Lan 
guage Journal j 1941, pp 550-57 ) 


Form of manuscript See Chapter 1, “Preparing the manuscript, ’ 
page 20. 

Formal correspondence See ^Social correspondence. 

Formal English Correction: The word or passage marked is too 
formal for the subject or for the style of the rest of the paper. 
Revise, making it more informal* 

Formal English is the level of usage characteristic of people who 
work a good deal with books, in general of members of the various 
professions It is appropriate for discussions of ideas, for scientific 
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and scholarly writing, for addresses to audiences of some education, 
for literary works that are intended for a somewhat restricted read- 
ing public Formal English is not so appropriate for day to day 
speaking and writing, for accounts of personal experience, casual 
comment, and other sorts of writing intended for the general read- 
ing public 

(For discussion and examples, stc ch 2, “Formal English,” p 48 and for its appro- 
priateness, see ch 3, p 69 See also *Heightened style ) 

former— first/ latter— last Former and latter refer to a group of 
only two units 

The mountain and the squirrel 
Had a quarrel, 

And the foimtr called the latter, “little png”, 

Ralph Waldo Emerson, Fable 

First, last refer to items in a series, usually of more than two: 

The first president had set up a very informal organization 
His last act was to advise his family on their future 

Latest refers to a series that is still continuing (the latest fash- 
ions) Last refers either to the final item of a completed series 
(their last attempt was successful) or to the most recent item of a 
continuing series (the last election) 

Forms of discourse Foi the last hundred years or so it has been 
conventional to divide writing into “four forms of discourse’* — 
nai ration, desciiption, exposition, and argument This division 
allows concentration on certain traits of material, organization, and 
style peculiar to each type It is now less used than formerly be- 
cause the types are rarely found in a pure state — description con- 
tributes to all, notably to narration, and so on — and a person does 
not think of himself as writing one of these forms but rather a 
particular sort of article or type of literature. 

This book divides writing into two broad types, factual writing 
(biography, history, informational and critical articles and books 
of all sorts) and imaginative writing (poems, plays, short stories, 
novels) . 

(StE ^Factual and imaginative writing ) 

formula Plural formulas or formulae ^ the former the more com- 
mon. 

Formulas Every language has some phrases that have become fixed 
by long usage in certain situations: Once upon a time^ Ladies and 
gentlemen^ Good mornings How are you? Yours truly. Occasion- 
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ally fresh substitutes can be found for these but more often the 
attempt merely calls attention to itself Such phrases, though stereo- 
typed, are too useful to be called trite, and they are not, as most 
trite expressions are, substitutes for some simpler locution. They 
should be used without apology and without embarrassment when- 
ever they are needed. 

Fractions Fractions are written m figures when they are attached 
to other figures (72%), or are in a series that is being written in 
figures (%, %, 1, 2, 4), or are m tables or reference matter. Usually 
in consecutive writing they are written in words Hyphens may 
be used between the numerator and denominator if neither part 
Itself contains a hyphen, but they are less used than formerly and 
are not used at all when the numerator has the value of an adjec- 
tive (as in “He sold one half and kept the other”) 

seven tenths [seven-tenths] eight twenty-sevenths 

twenty-nine fortieths — twenty nine fortieths 

Decimals are increasingly used in place of fractions in exposi- 
tory writing, since they are more flexible and may be more accurate 
They are always written in figures 7 42 3 14159 

(See ^Numbers ) 


Fragmentary sentence Correction; The construction marked is 
not a complete sentence. Revise by completing its form, by joining 
to a neighboring sentence, or by rewnting the passage. 

A fragmentary sentence is a sentence part carelessly or inefiec- 
tively punctuated as a whole sentence By their form, phrases and 
subordinate clauses suggest dependence on another construction and 
editors usually see to it that they do not stand as sentences Ordi- 
narily one should be joined to •the preceding or following sentence 
or made into an independent sentence Since they are almost always 
careless in college writing, they are one of the most serious errors and 
should be avoided 

Three common types with suggested revision follow 


Fragmentary sentence 
Since 1939 we had been walking 
slowly in the direction of war 
[Phrase ] Step by step until finally 
there was no other alternative but 
to declare war 

He talked for fifty minutes without 
taking his eyes off his notes [Par- 
ticipial phrase ] Apparently not no- 
ucing that half the class was asleep 


Revised 

Since 1939 we had been walking 
slowly in the direction of war, step 
by step, until finally there was no 
other alternative but to declare 
war 

He talked for fifty minutes without 
taking his eyes ofl his notes Ap- 
parently he did not notice that half 
the class was asleep. 
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The first six books I looked for 
couldn’t be taken out of the library 
[Subordinate clause ] Because they 
were on reserve for an advanced 
history course 


The first six books I looked for 
couldn’t be taken out of the library 
because they were on reserve for an 
advanced history course 


(For further discussion and other examples of fragmentary sentences, see ch 9, 
“Fragmentary sentences,” p 262 See also *Dependent clause, *Phrases ) 


French words See ^Foreign words m English 

freshman, freshmen These words are pronounced alike (fresh' 
msn), so that their spelling is often confused, not so often when 
they are used as nouns (a freshman, forty freshmen) as when 
freshman is used as an adjective (freshman class, freshman spirit). 
Freshmen should never stand before a noun in this construction. 

It IS not usually necessary to capitalize freshman (or sophomore^ 
'junior, senior) but courtesy or emphasis often makes a capital appro- 
priate, and very often one is used when speaking of the Freshman 
Class, the Junior Class, as a definite organization 

-ful, full When the adjective full is used as a suffix to nouns of 
measure {has fretful, spoonful) or of feeling or quality (peaceful, 
sorrowful, soulful) it has only one / 

The plural of nouns ending in -ful is usually made with -r 
spoonfuls, basketfuL (or bashct^ful) See “^spoonful, spoonfuls 

Function words 1. Some words contribute relatively little to the 
meaning of a statement, serving rather to indicate relationships, to 
point out grammatical functions Some such words are 

a) Prepositions, which join nouns to other words in a construc- 
tion, the of in the phrase form of the genitive (of the man) is con- 
spicuously a function word 

b) Conjunctions, which show the relation between clauses 

c) Auxiliaty verbs when they indicate time, person, number, of 
a verb (is asking, has asked, did he ask) without otherwise modi- 
fying meaning Sometimes the various “modal auxiliaries” (can, 
may, might, should ) are included, but since they contribute 
meaning as well as grammatical facts they are not regarded as func- 
tion words in this book 

d) Relative pronouns, which principally refer from one clause 
to a preceding 

e) Some adverbs and adjectives, most conspicuously more and 
most in comparisons of adjectives and adverbs (more handsome, 
most handsome). 
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2. Stylistic qualities of function words. Different levels of usage 
have some characteristic habits in the use of function words. Formal 
style, for instance, tends to keep relative pronouns, while colloquial 
and informal style is likely to omit them 

Informal Is there such a thing as modern prose, with characteristics the 
older prose docs not possess? — Bonamy Dobree, Modern Prose Style^ p 210 

Formal Is there such a thing as modern prose, with characteristics 
[that] the older prose does not possess? 

The more elaborate sentences of formal English tend to make 
appropriate heavier connectives, such as ^conjunctive adverbs 
{however^ accordingly . . .); informal style tends to rely more on 
coordinating conjunctions {but^ for, and ) and subordinating 
conjunctions {although, because, since ) 

Colloquial English shows a good many compound or group prep- 
ositions, for many of which formal English would use a single 
preposition in bacl^ of {behind ) , in regard to {about) Too manv 
of these long connectives tend to give a rather weak movement to 
a sentence and a rhythm without many strong stresses In rapid 
speech they are passed over easily but they sometimes become con- 
spicuous in writing 

Particular points about the use of function words are made in 
various articles dealing with specific words or types of words, this 
article merely suggests that they are worth watching for both lin- 
guistic and stylistic reasons. 

(Reference Fries, chs 7-9 ) 

Fundamentals The selection of what can be regarded as funda- 
mentals in estimating a piece of writing depends on judgment, and 
judgments vary. In this book the fundamentals are taken to be the 
following, the most important first 

1) The material presented is the most fundamental factor and 
deserves most consideration in the process of writing and most 
weight in criticizing and evaluating a piece of writing. Nothing 
can take the place of important and interesting material, though 
Its values can be increased or diminished by the treatment 

2) The method and attitude of the writer is of next importance. 
He may use too few details or too many, he may select them accord- 
ing to an intelligent or an unwise or biased principle, he may have 
an exaggerated idea of the importance of his subject, or approach 
It with too much or too little sentiment, reverence, humor, realism, 
he may or may not direct his statements to readers. 
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3) The plan of an article, the plot of a story are important, since 
in part through them the writer guides the reader to see his sense of 
the matter Too slow a beginning, too trivial an end are serious 
faults, as IS lack of relation shown between parts. 

4) Finally a piece of writing is affected by the mechanics and 
style of the writer, which may either hinder the reader or increase 
his satisfaction Poor material presentably written has no future, but 
worth while material even if poorly written can with sufficient work 
be made presentable 

We consciously or unconsciously make some such balancing of 
qualities in deciding what we think of what we read Realizing 
the relative worth of these qualities makes it easier for student and 
teacher to understand each other's judgments 

funny In formal English funny means only “comical," “laughable"; 
in informal and colloquial English it means also (and almost instead) 
“odd" “That's funny I thought he did " 

further See ^farther — further 

Future tense, future perfect tense See *shall — will, ^Tenses of 
verbs. 


G, like c, spells a “hard" and a “soft" sound. The hard 
sound IS more common than the soft 

1. ‘Hard g’ (g) G is hard before a, o, and u (except in the British 
gaol \jail\) garrulous, gong, gutter, when doubled doggerel, nog- 
gin, toboggan, at the ends of words beg, dig, fig, it is hard, ex- 
ceptionally, in get, and frequently before i begin, gill (of a fish), 
gig, and It IS hard before another consonant in the same syllable. 
togs ^ 

Gh spells hard g, properly in ghetto, uselessly in aghast and ghost. 
The g would be hard anyway before the a and o 

Gu, taken from French, spells hard g guard, guess, guide, 
guernsey 

2. ‘Soft g’ (j) IS found typically before e and i gem, gentleman, 
genus, gill (the measure), gibbet, gin It is often spelled ge or dge 

(aj), edge (ej), fudge (fuj) 

3. G is sometimes pronounced zh, chiefly in partly anglicized 
words from French garage, massage, mirage These words tend 
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to have soft g after they have been m English a long time {carnage^ 
mamage) garage is often garaj' (in England, gar'i}); massage is 
tending toward mssa/. 

4. ‘Silent g.’ Initial g is silent in gnau/, gnat^ gnome, gnu . . . 
and g IS often silent before m ox n diaphragm, sign. It becomes 
sounded in some derivatives of this latter type of word signal, 

5. ‘Dropping gV In formal usage the present participle ends 
m the consonant sound that is spelled ng, in vulgate and in much 
colloquial English, present participles are ended in n singin\ 
laughin\ This is usually referred to as “dropping g’s,” though 
actually there is no g sound involved but two different nasal con- 
sonants. The form in n is the older Originally the present par- 
ticiple ended in -and and later in -en or -in, and this has always 
been the form for the majority of speakers of English. In the speech 
of London and vicinity, which became the basis of written English, 
the present participle was confused with the verbal noun, ending 
in -ung. Now everyone writes the participle with -ing but many 
continue the old pronunciation with -tn, 

(See Milton Ellis, ’English ]ournaU 1937, 26 753 Compare *ng ) 

Gathering material See Chapter 1, “Gathering material,” page 11, 
and for gathering material for a research paper, Chapter 13, pages 
369-382. 

Gender Gender is the indication in language of sex or sexlessness 
Many languages have special endings for masculine, feminine, and 
neuter nouns and for adjectives modifying them, but English 
abandoned this system several hundred years ago. Now, except in 
pronouns and a few nouns with endings such as -ess, -us, -a, -or, -ix, 
-€, -eur, -euse (^actress, mistress, alumnus, alumna, actor, aviator, 
aviatnx, administratrix, blonde, comedienne, masseur, masseuse) 
gender is indicated only by the meaning of a word* man — woman, 
nephew — niece, rooster — hen Compounds, partly to show gender, 
partly for emphasis, are common and expressive she-witch, he-hear, 
boy friend, girl friend. Nouns referring to inanimate objects are 
neuter. For most English words gender is identifiable only by the 
choice of pronoun {he, she, it) that would be used to refer to them 
— and is consequently not a very important grammatical category: 

The speaker hesitated, choosing hts next words deliberately. 

The novelist has presented her chief character effectively. 

In formal, literary English there is a weak sort of personifica- 
tion (or animation) in which the sun or moon or a ship or almost 
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any object may be referred to as he (The sun sent forth his cheer- 
ing beams) or more often as she (The brig made her way sturdily 
through the mountainous waves). In colloquial and vulgate usage 
this plays a still greater part. Pronouns are frequently used, espe- 
cially if intimacy or affection is involved: a car or a college or a 
country or any object may be a she. 

We need a pronoun to represent either-he-or-she. Referring to a 
baby or an animal of unknown sex, it is the usual solution; other- 
wise he See *he-or-she, *blond, blonde, *naive — naive 

General English Words, forms, constructions that are found in 
all levels of usage See Chapter 2, “General English and varieties of 
English,” page 35 

Generalizations For discussion as kind of paragraph material, see 
Chapter 7, “Opinions and generalizations,” page 174. 

Genitive case Correction: Correct the form of the genitive case 
marked. (Usually this means using an apostrophe.) 

1. The genitive (or possessive) case in English is formed in three 
ways 

a) The ^-genitive. *s is the spelling of the genitive case of all 
nouns in which the case is pronounced with an added sound (s or 
z) and the indefinite pronouns {anyone^ everybody , . .) 

boy’s horse’s one’s King of England’s 

men’s brother-in-law’s somebody’s 

An apostrophe alone may be added to words that already end in 
an s, sh, or z sound, as in regularly made plurals in s 

horses’ Moses’ ♦Jones’ (singular) 

Joneses’ (plural) coaches’ conscience’ (for conscience’ sake) 

Words of one syllable ending in these sounds seem increasingly 
to have V, pronounced as an added syllable: 

Charles’ (charlz) — Charles’s (charl'zaz) coach’s (koch'az) 
fish’s (fish'oz) Zeus’ (zoos) — ^Zeus’s (zobs'sz) 

The ^-genitive stands before the noun it limits (the doctor’s 
first case), but it may be in the predicate position with no noun 
expressed (The criticism is Smith’s). 

When two coordinate nouns are in the genitive, m informal 
usage the sign of the case is added only to the last one: 

Fred and Bert’s first attempt (Formal Fred’s and Bert’s) 

He had never thought of his wife and children’s future. 

But Mary’s and Tom’s bicycles. 
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b) The oZ-genitive. He had never known the love of a child 
(= a child’s love) ; the plays of Shakespeare. 

The o/-genitive always stands after the noun it limits the leaves 
of the tree (vs the tree’s leaves). 

The of -genitive is rather more common with names of inanimate 
objects than the ^--genitive is, but both are used, the ^-genitive is 
the more common form with names ot people, though both are 
used 


the car’s rattles 
a stone’s throw 
a day’s work 
Doctor Clark’s house 


the rattles of the car 
the Howers of the field 
the work of a lifetime 
iht house of Doctor Clark 


In most instances sound — euphony and rhythm — of the phrase 
decides whether the s- or ©/-genitive is used The ©/-form is longer, 
often fits into sonorous and emotional phrases (at the home of 
Doctor Clark), and allows a more characteristic English rhythm 
than the compact j-genitive. 

There is also a possible difference of meaning between the two 
forms. *‘Miss Rutherford’s picture” would usually mean a picture 
belonging to Miss R., though it might mean a picture of Miss R 
‘‘A picture of Miss Rutherford” can mean only that Miss R is 
represented in the picture 

c) Double genitive. Using both the s- and ©/-genitives togethei is 
an English idiom of long and respectable standing It is especially 
common in locutions beginning with that or this and usually has a 
colloquial flavor* 

that boy of Henry’s, friends of my father’s, these hobbies of Miss Filcne’s 

d) Genitive of the personal pronouns The personal and rela- 
tive pronouns have genitive forms without an apostrophe* 

my your his her its our their whose 

It is as important not to put apostrophes in these pronouns (and m 
the forms used without nouns ours, yours, theirs, hers) as it is to 
put one m a noun in the genitive. See ^Pronouns § 1, *its, *which, 
*who. 

2. Uses of the genitive. The most common function of the geni- 
tive IS to indicate possession* 

the professor’s house my son Bert’s wife 

The genitive also indicates a number of other relationships 

Description* a man’s job children’s toys suit of wool 

Doer of an act (“Subjective genitive”) the wind’s force the force of 
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the Wind Sinclair Lewis* second novel with the dean’s permission with 
the permission of the dean (The subjective genitive usual with gerunds ) 
The doctor’s coming relieved the strain (See *Gcrund ) 

Recipient of an act (“Objective genitive’’) the policeman’s murderer 
the murderer of the policeman the bill’s defeat 
Adverb He drops in of an evening 

(Stfc, ch 4, “Genitives,” p 97, and “Genitive forms,” p 99 More details of these and 
other genitive relations will be found in the large grammars References Curme, 
Parts of Speech^ pp 133-36, Syntax, pp 70-88, Fries, pp 72-88 ) 

gentleman See *man, woman 

Gerund Correction: Make the construction with this gerund 
idiomatic. 

1. Form and use. 2. Subject of a gerund. 3. Phrases with 
gerunds. 4. Without ‘the.’ 5. Idioms with gerunds. 

1. Form and use. A gerund^ or verbal noun^ is the form of the 
veib ending in -trig when used as a noun It has the same form as 
the present participle but differs in use 

Gerund Running a hotel appealed to him 

Participle Running around the corner, he bumped into a cop (Running 
modifies he ) 

Broncho Bill Schindler staited the ball tolling [participle, modifying ball] 
by crashing [gerund] into the heavy guard rail 

A gerund may take an object (as in running a hotel) or a com- 
plement (being a hero)^ and it may serve in any of the functions of 
a noun 

Subject Looking for an apaitment always fascinated her 
Object He taught dancing 
Predicate noun Seeing is believing 

Adjective use a fishing boat (a boat for fishing, not a boat that fishes), 
boiling point, a living wage 

When not in one of these constructions a gerund is related to 
the rest of the sentence by a preposition (§3) 

Gerunds may be modified by adjectives when the noun function 
is uppermost, or by adverbs when the verb function is emphasized: 

Modified by adjective Good boxing is first rate entertainment 
Modified by adverb Playing well was his great pride 

(See ch 4, “Infinitives, participles, gerunds,” p 102 ) 

2. Subject of a gerund. The subject of a gerund is sometimes in 
the genitive and sometimes in the accusative case. In formal writing 
the genitive is more common, in informal writing, the accusative 
of a pronoun or the common form of the noun. 
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a) When the subject is a personal pronoun or a word standing tor 
a person, it is usually in the genitive 

Hts coming was all that she lcx)ked forward to 
She looked forward to Bob's coming. 

b) If the subject is a plural noun, it is likely to be in the common 
form: 

I don’t approve of men dnn\ing 

I don’t approve of students coming and going as they like 
With a pronoun I don’t approve of them drinking, or I don’t approve 
of their drinking 

c) If the subject is abstract or the name of an inanimate object. 
It is usually in the common form 

It was a case of imagination getting out of control 
The roof [or toofs^ falling in was only the first disaster 

d) When the subject is modified by other words, it is the common 
form 

In spite of the plan of the committee being voted down no one could 
offer a better one 

The principal’s contiact running out gave them an excuse for letting 
him go 

c) When the subject is stressed, it is usually in the accusative, even 
if It is a pronoun 

Who would have thought of him [stressed] getting the prized* 

Have you heard about Gertrude [stressed] getting a job^^ 

(See ch 4, “Gerunds,” p 108 ) 

3. Phrases with gerunds. Gerunds are frequently used in phrases 
that have the value and function of subordinate clauses (see 
’•^Verbids) 

In coming to an agreement^ they had compromised on all points 
It’s the best thing foi coughing at night 

The gerund phrase should relate to the word it is intended to 

Misrelated In coming to an agreement, a compromise had to be voted 
(The compromise did not come to the agreement, but they or some other 
word meaning the voters ) 

Misrelated After reading sixteen boo\s, the subject is still a blank to me 
Accurate After reading sixteen booths, I am still blank about the subject 

4. Without ‘the.’ In current style there is a tendency to use 
gerunds without the and with a direct object rather than an of 
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phrase. This emphasizes the verbal phase of the word and makei 
for economy and force. 

His chief amusement is telling )o\es on the President (Rather than His 
chief amusement is the telling of jol(es on the President ) 

In revising the first draft, a writer can check all the spellings (Rather 
than. In the revising of the first draft.) 


5. Idioms with gerunds. Many words are followed by gerunds, 
others with infinitives For example 


Gerunds 

cannot help doing 
capable of painting 
the habit of giving 
an idea of selling 
his object tn doing 

(Slf ch 4, “Infinitive or geiund,” p 
Reference Curmc, Syntax, ch 24 ) 


Infinitives 
compelled to do 
able to paint 
the tendency to give 
a wish to sell 
obligation to pay 

115 Compare ^Participles, *Infinitives 


get, got 

1. Forms. 2. Have got. 3. ‘Get’ in idioms. 4. ‘Get* as a passive 

auxiliary. 

1. Forms: Principal parts get, got, got or gotten 

I am getting a new racket I got six inside an hour 

I had already got [gotten] mine 

Rebel though I was, I had got the religion of scholarship and science — 
Lincoln Steffens, Autobiogiaphy, p 127 

Gotten was brought to America by the colonists of the seven- 
teenth century, when it was the usual English form, and has re- 
mained in general American usage ever since, while in England the 
form has given way to got Today both forms are used by Ameri- 
cans as the past participle, the choice between them depending 
largely on the emphasis and rhythm of the particular sentence and 
on the user’s speech habits. Gotten is probably the more common. 

He could have [gotten or got] here by now 

In the past I have [gotten or got] a good meal here 

2. Have got Got (and not gotten) is used as a colloquial way of 
intensifying have in the sense of possess or of being obligated 
(Have you got a pencil? — I’ve got to study now). It is true that 
the have alone could carry the meaning, but it is unemphatic, 
especially when contracted, and anyway is so frequently used as 
a mere auxiliary of tense that we are not accustomed to feeling 
it as a verb of full meaning. Consequently the got has at least a 
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colloquial advantage. Some formal writers avoid it, but the idiom 
IS in general use and is appropriate m any but the most formal 
situations. 

3. ‘Get’ in idioms. Get is one of the most popular verbs in 
idiomatic phrases, in most of which it doesn’t have its original 
meaning shown in the sentences under § 1, but is a relatively color- 
less linking verb. Most of these idioms are colloquial and some 
are slang* 

get cold get sick get tired get scared 

get going get to go get in touch with get supper 

get left get on my nerves get away with get along with 

get me? get it across get together 

“But I got to,** she cried “I just have to talk to somebody I didn’t go 
home I got worried, awful scared . . .** — Arthi^r Somfrs Roche, Shadow 
of Doubt, p 93 

4. ‘Get’ as a passive auxiliary* Get is increasingly used as an 
informal emphatic passive auxiliary: 

He got thrown out inside of an hour Our house is getting painted 
We all got punished on Friday 

(See Adelaide C Bartlett, College English, 1949, 10 280-82, Curme, Parts of Sptiih, 
p 218, Pooley, pp 148-51 ) 

ghost writer A person who writes for another, the latter usually 
signing the work and taking the credit for it. 

Siven names Ordinarily either spell out or use the initial of given 
names (rather than such abbreviations as Chas , Thos , Wm) 

F T Graves or Frederick T Graves 

T W Lane or Thomas W Lane 

gladiolus A revealing example of ^divided usage The singulai is 
pronounced glad i o'bs or gb dib bs, and, especially among florists, 
gladtola, gladio'b; the plural glad id'll, gladi'oll, glad i o'bs iz, 
and (of gladiola), glad i o'bz Gla dl'o lus is the closest to the word’s 
Latin origin and is usual with botanists for the name of the genus 
The clips glad or glads are a way out of the confusion 

go 1. Go is a useful little word, especially as a ^linking verb in a 
number of idioms, most of them colloquial 

go blind go on! (= I don*t believe you!) 

go back on go in for 

2. Go and is a colloquial form of emphasis* Go and try it your- 
self (no actual movement meant) ; She went and shot the bear her- 

578 



graduate 

self These are primarily oral expressions but they would be appro- 
priate in some informal writing 

3. Going on in stating ages (seven, going on eight) is a colloquial 
and familiar idiom — more vigorous than the formal “between seven 
and eight.” 

Gobbledygook A suggestive label for an abuse of formal English, 
characteristic of some government and business communications, 
marked by over heavy (abstract) words and confusing, pseudo-legal 
sentences. What relatively simple statement is being made in this 
sample 

By encouraging and maintaining a reciprocal interest between the prime 
contractor and his subcontractors in the business matter of fulfilling the 
obligations of the prime contract, contractual requirements, particularly 
inspection, can be greatly assisted in furnishing the consignee with the 
required information that material has received inspection in accordance 
with the contract 

good— well Good is an adjective, well is eithei an adjective or an 
adverb I feel good and I feel well (adjectives) are both usual but 
have different connotations {good implying actual bodily sensation, 
well referring merely to a state, “not ill”) 

In Vulgate usage well is rarely used, good taking its place (“He 
rowed good” for “He rowed well”). Avoid this usage. 

good-by— good-bye Both are in use — and the hyphen is dropping 
out in informal use goodbye, goodby 

Good English Good English is language that is effective for a par- 
ticular communication, that is appropriate to the subject and situa- 
tion, to the listener or reader, and to the speaker or writer (See 
Chapter 3, Good English ) 

government Kenyon and Knott say “No competent observer can 
doubt the prevalence of [ guv'ar mant, guv'a mant] among the lead- 
ing statesmen of US and England, even in formal public address ” 
This general pronunciation leads us sometimes to omit the n m 
spelling, but government is the only standard written form. 

grade school— graded school Graded school is the formal word 
but grade school is much more common, and always appropriate. 

graduate The idiom to be graduated from an institution has gen- 
erally gone out of use except m formal and somewhat archaic writ- 
ing, and has been replaced by graduated from: 

He graduated from Yale in 1902. 
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Grammar Grammar is a word o£ various applications. It is used to 
mean the actual form of a language, “the English way of saying 
things.” It is also used to apply to a systematic description of the 
ways of language or of a language. Sometimes it is used to mean 
practically the whole of linguistic science; sometimes it includes 
only a few arbitrarily selected topics. Usually it includes at least the 
study of the forms of words^ the parts of speech^ syntax (construc- 
tions), and frequently the derivation of words and pronunciation. 
A particular “grammar” is a selection of the facts of language that 
suits the writer’s purpose Only the grammars m several volumes, 
like those of Jespersen and of Curme, approach anything like a com- 
plete description of English. 

1. Scientific grammar. There are three types of scientific gram- 
matical study 

a) Descriptive grammar aims to present the facts of a particular 
language, gathered from systematic observation of speaking and 
writing, describing the forms of words, spellings, pronunciations, 
constructions in actual use, without attempting to guide the lan- 
guage habits of speakers and writers — though obviously serving as 
the basis for such guidance. 

b) Comparative grammar studies the forms and constructions of 
a set of related languages, as Greek, Latin, German, English, and 
the other Indo-European languages, to show their earlier history. 

c) Historical grammar studies the evolution of the words and 
syntax of a language, usually explaining present forms and usage 
in the light of the past 

Sometimes philosophical grammar is spoken of, as in Jespersen’s 
title The Philosophy of Grammar It means a presentation of gen- 
eral principles, equivalent to linguistic theory, 

2. Prescriptive grammar. Besides these types of scientific gram- 
mar we also speak of prescriptive or normative grammar A pre- 
scriptive grammar is a body of rules presented as guides to expres- 
sion, statements of how, in the belief of the writer, people should 
speak and write. Many English grammars of this type, represented 
principally by textbooks prepared for the use of students, are now in 
disrepute because they are far out of touch with scientific grammar 
and with actual usage. Too many school grammars represent either 
older usage or traditional rules that are not consistently followed 
and some that have never been followed by users of English Typ- 
ically they present formal English as though it was the only English 
and definitely discourage informal and colloquial usage, which 
occupy the center stage in the scientific grammars, 
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One unfortunate result of prescriptive grammar is that the teach- 
ing of formal English has seemed so unreal to students that they, 
unable to separate the useful from the useless advice, have paid al- 
most no attention at all to their teaching If they talked as their 
textbooks said they should, they would be laughed at, consequently 
they have usually continued their natural colloquial or even vul- 
gate speech. 

Although the usage recommended in schools will probably al- 
ways be a little behind that being practiced by actual writers, school 
grammar is now gradually getting away from traditional prescrip- 
tive grammar and is coming closer in line with the picture of actual 
usage presented by scientific grammars 

3. Grammatical terms. Many people steadfastly refuse to learn 
the technical terms of grammar Students who gaily toss about 
schizophrenic^ marginal utility^ Hanseatic League, dicotyledonous, 
or trinitrotoluene will not learn the pronunciation and meaning of 
parataxis, predicate adjective, subjunctive, metonymy, or even apos- 
trophe or agreement — and some teachers of the subject try to work 
without naming exactly what they are talking about Many of the 
words are a bit difficult — Greek or Latin names that have been 
taken into the language — but they are not nearly so difficult as the 
vocabulary of psychology or chemistry It is true that grammatical 
nomenclature has been in a sorry way and that commissions in 
both England and the United States have not been able to stand- 
ardize names tor many of the facts of our language, but there is a 
large and useful vocabulary for discussing language and style, a 
vocabulary that is absolutely necessary if we are to discuss in any 
■detail our own and others’ writing 

This book uses a good many of these terms, without apology, 
though when there is a choice of name usually the simpler and 
more suggestive has been taken It is only good sense to gain con- 
trol of the words that name common facts of usage and style. 

(See ch 3, especially “Personal, editorial, puristic standards,” p 74 *Linguistics, 
♦Latin and English $ 3 Reeerences The works in the bibliography at the begin- 
ning o£ this Gmde'lndeXy specifically Fries and Poole>, discuss many of the particular 
rules of prescriptive grammar besides offering their own observation of usage, see 
especially Fries, chs 1, 2, 11, and Ballard, who shows a similar attack on traditional 
grammar in England ) 

Graphs See ^Diagrams, graphs, etc 

•gray is much more common spelling than grey, but both are used. 

Greek alphabet The first college societies, usually for both social 
and intellectual aims, were formed when Greek was a promi- 
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nent subject m the course of study. Many of them had Greek 
names or Greek mottoes and referred to themselves by the 
abbreviations for these words: Phi Beta Kappa (OBK) for 
hlov KvpepvTjrrjs (“Philosophy is the guide of life”).. 
Their descendant societies, although very few of their members 
know the Greek language, are still “Greek letter societies ” 

Recent scientists have sometimes used Greek letters to name 
members of a series, as alpha-y beta-y gamma-rays. 

Neither the classical nor the English names of these letters are 
used consistently in fraternity names or other uses of Greek letters 
in English. Even in the pronunciation of Pht Beta Kappa the two 
systems are mixed fl (English) ba'ta (classical) kap'9 (English) ► 
This worries a few purists, but usage is the guide in language and 
the prevalent pronunciation should be followed The accompany- 
ing table may be helptul 


The Greek Alphabet 


Greek Letters I 

English 

Name 

1 Pronunciation of the Name 

Capital 

Small 



Classical 

English 

A 

a 

a 

alpha 

alfa (alfa) 

faKfo 

B 


b 

beta 

fbata^ 

be^to 

r 

7 

g 

gamma 

gama (gama) 

tgam'o 

A 

6 

d 

delta 

delta 

deKto 

E 

c 

e 

epsilon 

epsilon 

(‘p'so Ion 

Z 

f 

z (dz) 

zeta 

fzata 

ze'ta 

H 

V 

a (a) 

eta 

fata 

e'to 

e 

e 

th (thin) 

theta 

fthata 

the'^ta 

I 

( 

e 

iota 

eota 

fl o'ta 

K 

K 

k 

kappa 

kapa 

tkap'a 

A 

X 

1 

lambda 

lamda 

tlam'da 

M 

M 

m 

mu 

moo 

fniu 

N 

V 

n 

nu 

noo 

tnu 

S 

€ 

X (ks) 

XI 

kse 

tzi, si 

0 

0 

0 

omicron 

omikron 

om^a kron 

n 

TT 

P 

pi 

pe 

tpl 

p 

P 

r 

rho 

ro 

r6 

s 

a 

s 

sigma 

sigma 

sig'ma 

T 

T 

t 

tau 

tou 

tt6 

T 

V 

y (u) 

upsilon 

dopsilon 

tup^sa Ion, up'sa lom 


<P 

f (ph) 

phi 

fe 

tfi 

X 

X 

ch 

chi 

che (Ger ch) 

tki 



ps 

psi 

pse 

fsi 

n 

w , 

6 

omega 

omAga 

6 meg^'a, 5 me'ga 


^ s 18 used at the end of a word, elsewhere <r 
* t marks pronunciation more frequently used. 
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grill— grille The cooking device and the eating place are spelled 
grtll {grille only in attempts at a fancy name). The decorative 
iron work is spelled either grille or grill. 

Group words In English many groups of two or more words (that 
IS, phrases) function as though they were single words High 
school is not the noun school modified by the adjective high so 
much as a noun in its own right, it might well be spelled as a single 
word (and sometimes is) Many of our verbs are made up of a verb 
plus an adverb close upy hold offy lool{ into (see *Verb-adverb com* 
binations) , many prepositions are phrases according to, in opposi- 
tion tOy by means of. 

Other typical group words are 

Nouns hay fever back door holding company home run safety 
razor baby blue school year sacrifice hit express tram 

Verbs dig in back water back step (military) flare up follow 
through follow up show up blow up 

Prepositions in spite of m consequence of previous to due to 

“In such cases,” Professor Krapp says, “it is contrary to the idiom 
of the language to try to analyze the groups into their constituent 
parts so as to give every word, standing alone, a clearly defined 
structural value” {Modern Engli^hy p 315) Consequently in this 
book we Ignore the superficial difference between a part of speech 
that is one word and one that is a group of words “Noun” or 
“verb” or “preposition” refers both to single words and to group 
words functioning as noun or verb or preposition. 

(RtrcRtNCFs Curmc, Syntax, ch 30, Krapp, pp 313-16 [where he calls such phriscs 
“function groups ’] ) 

guess See ^calculate, guess, reckon 

gypsy^gipsy Spelling is divided, partly because the odd appear- 
ance of the two y’s is shifting the spelling to gipsy. Capitalize as 
the name of a specific people and use small letter for the sense merely 
of “wanderer” (the moie common use) Compare pigmy — pygmy 


l_l 

I I 1 . The h (h) sound always occurs at the beginning of sylla- 
bles harshy heely highy horribUy ahead 

2. H IS likely to be silent at the beginning of unstressed syllables* 
forehead (for'id), behind (when spoken rapidly in unstressed part 
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of phrase, blind'), he^ her^ etc., when lightly spoken (Give 
It to A/m' vs Gtve^ it to [hjim) 

H IS silent in rh words — rhetoric^ rhyme^ rhythm. 

In many words from French the A was formerly not pronounced 
habtt^ history y hotel . but now is except in hetr^ honesty honoi y 
hour. So long as the A was not pronounced, an was used before 
these words and it is still by some people in the forms in which 
the stress is not on the first syllable an historical wor\y an habitual 
errory though a is now much more common. See *a, an 

In words like huge and humor many people drop the A, leaving 
uj and u'mar. 

(Compare *wh ) 

Habitual action Would is the typical auxiliary foi habitual action 
in the past, especially in formal English 

He would always go by the longer way 

Habitual action is also expressed by used to or by an adverb 

He used to go by the longer way 
He usually went by the longer way 

Hackneyed A term describing an oveiused word or phrase See 
Chapter 12, '‘Trite words,” page 333 

had better, had rather Had bettei is the usual idiom for giving 
advice or making an indirect command 

You had better take care of that cold You’d better go 

Informally a shorter form without had is common 
If he asks you to do it, you better do it 

Had rather and would rather are both used to express preference, 
the latter the more formal 

He would rather ski than eat He had rather ski than eat 

Since the had or would is unstressed in speech (and the contrac- 
tion he'd is frequently used), it is impossible to tell which is being 
said 

half The more formal idiom is a half, the general, half a 

Formal He ran a half mile, a half hour 
General He ran half a mile, half an hour 

A half a (a half an hour) is a redundancy, characteristic of careless 
colloquial or vulgate usage, 
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hanged— hung In formal English the prmcipal parts of hang when 
referring to the death penalty are hang, hanged, hanged, the ar- 
chaic forms kept alive by legal phrases such as “hanged by the neck 
until dead”; in other senses they are hang, hung, hung Murderers 
are hanged, pictures are hung 

Informal usage does not keep this distinction, using hang, hung, 
hung in all senses 

They hung the Turk that invented work 
In the Big Rock Candy Mountain 

In the passive hang may mean “to have a picture hung in an 
exhibition” 

If you frittered your good daylight away chaffing with sparrows, how 
could you ever get hung anywhere? 

hardly See * Double negative § 3 

have 1. Independent meaning. As a verb of independent meaning 
have means to “own, possess,” in a literal (have a car) or transferred 
sense (have the measles), “to be under obligation” (I have to go 
home early) There are many idioms with have, such as 

to have a look the book (or gossip) has it that 

have It your own way to have it out 

to have the ocean in view 

Informal He had his arm broken 

General He had a broken arm 

Formal He suffered a broken arm 

2. Auxiliary. As an auxiliary have plus a past participle makes 
the perfect tense (They have come) , shall or will have plus a past 
participle makes the future perfect tense (They will have gone by 
then) ; had plus a past participle makes the past perfect (They had 
gone to the beach before we arrived). See *Tenses of verbs. 

3. Contractions. In speech, he, she, it has are contracted to he's, 
she's. It's (He’s not tried to in years; It’s rained for over a week), 
and /, you, we, they have are contracted to I've, you've, we've, 
they've. 

Would have, wouldn't have are sometimes written would of, 
wouldn't of, an erroneous attempt to represent what is spoken as 
would've, wouldn't' ve. 

4. Vulgate idioms. Had ought and hadn't ought arc vulgate 
idioms, redundant but emphatic 

Vulgate He had ought to take better care of himself. 

General He ought to take better care of himself. 
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healthful, healthy 

Vulgate. He hadn’t ought to he like that 

General He shouldn’t [or ought not to] he like that. 

5. Other idioms. For have got see ’^get § 2. Also see *had better, 
had rather. 

healthful, healthy Healthful means “giving health”, healthy means 
“having good health” or “giving health.” Places, food are healthful, 
persons, animals are healthy, and so are places and food. 

height— heighth Vulgate English usually has heighth, like width 
and breadth (and the original Old English form had M), but height 
IS the only form current in formal and informal English. Contrast 
*drought-drouth. 

Heightened style Typically a heightened style makes conspicuous 
use of the connotation of words, especially their overtones of senti- 
ment and emotion, it tends to use the more literary and less collo- 
quial parts of the language, it uses figures of speech, sentences with 
definite patterns, like parallelism, balance, and climax, and it makes 
considerable use of sound, euphony, and rhythm 

In fiction such a heightening of style is often appropriate for 
passages of elevated feeling, portraying the emotions of a character, 
as in Conrad's description of young Marlow’s first experience of 
the East* 

need not tdl you what it is to be knocking about in an open boat I 
remember nights and days of calm, when we pulled, we pulled, and the 
boat seemed to stand still, as if bewitched within the circle of the sea 
horizon I remember the heat, the deluge of rain-squalls that kept us 
bailing for dear life (but filled our water-cask), and I remember sixteen 
hours on end with a mouth dry as a cinder and a steenng-oar over the 
stern to keep my first command head on to a breaking sea I did not know 
how good a man I was till then I remember the drawn faces, the dejected 
figures of my two men, and I remember my youth and the feeling that will 
never come back any more — the feeling that I could last for ever, outlast 
the sea, the earth, and all men, the deceitful feeling that lures us on to 
)oys, to perils, to love, to vain effort — to death, the triumphant conviction 
of strength, the heat of life in the handful of dust, the glow in the heart 
that with every year grows dim, grows cold, grows small, and expires — and 
expires, too soon, too soon — before life itself 

“And this is how I see the East I have seen its secret places and have 
looked into its very soul, but now I see it always from a small boat, a high 
outline of mountains, blue and afar in the morning, like faint mist at noon, 
a jagged wall of purple at sunset I have the feel of the oar in my hand, 
the vision of a scorching blue sea in my eyes And I see a bay, a wide bay, 
smooth as glass and polished like ice, shimmering in the dark A red light 
burns far off upon the gloom of the land, and the night is soft and warm 
We drag at the oars with aching arms, and suddenly a puff of wind, a puff 
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faint and tepid and laden with strange odours of blossoms, of aromatic 
wood, comes out of the still night — the first sigh of the East on my face 
That I can never forget It was impalpable and enslaving, like a charm, 
like a whispered promise of mysterious delight ” — Joseph Conrad, Youth, 
pp 36-37 

In factual writing a heightened style is also appropriate in pas- 
sages with feeling, as when a writer is presenting a course of action 
or an opinion, especially of full praise or blame, or some ideals 
about which he feels deeply and about which he wishes his reader 
not only to think but to feel. 

Although this emotional heightening of style is more usual in 
formal writing, a more informal and “plain” style may show similar 
traits 

The people came out of their houses and smelled the hot stinging air 
and covered their noses from it And the children came out of the houses, 
but they did not run or shout as they would have done after a ram Men 
stood by their fences and looked at the ruined corn, drying fast now, only a 
little green showing through the film of dust The men were silent and 
they did not move often And the women came out of the houses to stand 
beside their men — to feel whether this time the men would break The 
women studied the men’s faces secretly, for the corn could go, as long as 
something else remained The children sent exploring senses out to see 
whether men and women would break The children pecked at the faces of 
the men and women, and then drew careful lines in the dust with their toes 
Horses came to the watering troughs and nu/zled the water to clear the 
surface dust After a while the faces of the watching men lost their 
bemused peiplexity and became hard and angry and resistant Then the 
women knew that they were safe and that there was no break Then they 
asked. What’ll we do*^ And the men replied, I don’t know But it was all 
right The women knew it was all right, and the watching children knew 
It was all nght Women and childien knew deep in themselves that no 
misfortune was too great to bear if their men were whole The women went 
into the houses to their work, and the children began to play, but cautiously 
at first As the day went foiward the sun became less red It flared down 
on the dust-blanketed land The men sat in the doorways of their houses, 
their hands were busy with sticks and little rocks The men sat still — 
thinking — figuring — John Steinbeck, The Grapes of Wrath, pp 6-7 

There has been a good deal of argument among critics about this 
heightening of style Some appear to feel that prose is better the 
more it has characteristics usually associated with poetry. Those 
who prefer the plain style seem to feel that any departure from 
simple direct statement is somehow dishonest But the question is 
not of the qualities of poetry and prose There are several kinds of 
style, all with long and honorable traditions in English literature, 
(The heightened style owes much to the Oriental and more poetic 
passages in the King James Version of the Bible.) All good styles 
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have their uses and the real question is of their appropriateness to 
the subjects and situations in which they are used. The two special 
dangers of the heightened style are that it may be used for an 
ordinary statement that would make its mark better if it was simply 
told, and that writers believing this style better than others may 
attempt it even when they have no aptitude for it or when the 
immediate subject does not call for it. 

In a plea for “fine writing,” Logan Pearsall Smith tells that see- 
ing a large map of the United States in a consular office abroad 
suggested to him that American writers are not interested in style — 
and to most readers his putting of this relatively simple idea will 
seem decidedly overwritten 

Youth has its dreams, its longings for distinction, among all the eager 
young men and women of that vast country, nowhere on those prairies or 
among those mountains, by the side of no lake or river or of either ocean, 
in not one of those resounding cities or multitudinous universities, does the 
thought no longer come to any one, I asked myself, that the instrument of 
speech which they make use of all day long has resonance sleeping within 
It of unimaginable beauty*^ Never to any one of them does it now occur to- 
try to master, as others have mastered, the ironic echoes which are latent in 
English Prose? The golden sceptre of style gilds everything it touches, 
and can make immortal those who grasp it to no one of those aspiring 
youths does the thought ever suggest itself that it might be an adventure 
among adventures to try to wield that wand^ — Logan Pearsall Smith, 
“Fine Writing,” Reperusals and Re-collecttons, p 332 

At present a heightened style is out of fashion. Our fiction 
writers especially seem to avoid it, using instead a plain, and some- 
times too plain, telling of their tales. In factual writing it is per- 
haps more common, because of the interest in and feeling for their 
ideas that our more earnest writers show There are various reasons 
for the vogue of the plain style— the dominance of realistic fiction,, 
the supposedly scientific temper of thought, the journalistic quality 
of much writing. In fact, heightened style is so out of fashion that 
some writers with real depth of feeling probably avoid it intention- 
ally For a writer to repress a genuine tendency to an appropriate 
heightening of style is as dangerous as forcing it when he does not 
have sufficient feeling to warrant it. 

(References Logan Pearsall Smitli, “Fine Writing,” Reperusals and Re-collecUons 
(New York, 1937) and his anthology, A Treasury of English Prose (Boston, 1920) 
The opposite point of view is presented in a review of the Treasury by Arthur 
Clutton'Brock, included in More Essays on Bookjs (New York, 1921) Dobr^e,. 
Part 111 , Emotive Prose ) 

hello is the common American greeting. Variants, mostly British,, 
arc hallo^ halloo^ hollo Plural hello's. 
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The verb (“to shout in greeting or to attract attention”) is gen- 
erally given in dictionaries as hollo or hollow^ but this is an archaic 
form not heard in the United States. We all say holler and should 
write It. 

help but See "^can't help but. 

hence A formal word for the less formal consequently^ therefore^ 
and the general so that, rare in current informal writing. (See 
^Conjunctive adverbs ) 

he-or-she English has no third person pronoun to refer to indi- 
viduals of either or both sexes Since we must often refer to nouns 
that name either or both male and female, the language has de- 
veloped three ways of making up for the lack of an accurate pro- 
noun 

1. The most usual and most satisfactory way is to use he or his 
alone even when some of the persons meant are female, since he 
can be regarded as referring to person as much as to man 

There is considerable discussion whether a man or a woman will be 
appointed to the vacant cabinet post Whoever receives the appointment 
will find his task a difficult one 

Mr Blown and Miss Tresor led the discussion, each giving his opinion 
of the poem 

Sometimes when the typical individuals or the majority of the 
group referred to would be women, use ha in the same way 

Fath one of the teachers in this school is required to submit her report to 
the principal in person 

2. Sometimes both he and she are used 

A teacher gnes his or her own opinions on matters of politics and 
religion and often inlluences a pupil to think as he or she does (Either of 
the two pronouns would be better in this sentence than both of them ) 

Every student wishes to participate in some activity authorized by his or 
her college {His oi het sounds pedantic here, hts alone would be better ) 

The two pronouns are almost always clumsy and really no more 
accurate, since the meaning is determined by the antecedent. 

3. The third way is to resort to a plural pronoun. This is the 
usual informal solution, and it is frequently written: 

Neither [a man and a woman] tasted what they ate — ^Katherine Annb 
Porter, Flowering ]udas, p 26 

highbrow After a period of slang overuse, highbrow has settled 
down as a useful informal word, and lowbrow has too: 
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The cult of the lowbrow and the technique of showmanship have unques- 
uonably invaded every field of literary and intellectual activity . — The 
Saturday Review of Ltteiature 

Middlebrow^ a more recent coinage, is making its way. 

high school Capitalize only when referring to a particular school 
(some newspaper styles do not use capitals even then) • 

I graduated from high school at seventeen 
I graduated from Bismarck High School in 1934 
These two high schools will now play for the championship 
Working on a high school paper is good training 

Some periodicals are now printing the word as a compound* 
highschooL 

himself, herself Htmself and herself are used in two ways. 

1. As reflexive pronouns, referring to the subject of the sentence 

He took it upon himself to see that it was done 
George has always taken himself pretty seriously 
She looked at herself in the window and gave her hat a little pull. 

2* As intensives for emphasis* 

He told me himself 

I looked up and there was Mrs Goodenow herself 
(Compare *myself ) 

Historical present Using the present tense in a narrative of past 
events. (See Chapter 8, ‘‘The time relation,” page 211 ) 

home, homely, homey 1. Home is used as a noun, verb, adjective, 
and adverb — an example of the English habit of making one form 
serve several functions (See- *Parts of speech § 2) 

Noun His home was now m Cleveland 

Verb The bird homed in an hour and twenty minutes 

Adverb He came home unexpectedly His remark went home. 

Adjective home duties, home manufactures, home run 

In “They are home,” home is a general expression for at home. To 
home in these phrases is vulgate or local. 

2. Home — house. For a realtor a home is any house; in senti- 
mental (and some formal) use a home is only the “place of one’s 
domestic affections ” But in general use home \s 2 , lived-in house (or 
any extension needed for animal, plant, or object). 

3. Homely. In formal English homely means “informal, unas- 
suming, characteristic of home life.” In American English homely 
usually means “ugly in appearance.” 
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4, Homey is a good informal word The lodge had a cheerful, 
homey atmosphere 

Homonyms Two words of different meanings that are pronounced 
alike (bear^ bare, platriy plane) are called homonyms (or homo- 
phones). 

English has a great many such pairs of words, most of them in 
common use They exist for different reasons Some Old English 
words once different have fallen together because of changes m 
form through the centuries bear (the animal) from bera^ bear 
(the verb) from beran, plain and plane both go back to Latin 
planus^ but the spelling of the first was altered in coming through 
Old French. Many words are from different languages, having 
fallen into similar forms by accident rest meaning “peace” is from 
Old English, rest meaning “remainder” is from French; and barJ^ 
of a tree is from Scandinavian, bar}{ of a dog from Old English, and 
barf{y the vessel, a more recent borrowing from French-Italian 
There is very little chance of misunderstanding these words be- 
cause their context will tell which is which — though their simi- 
larity is often capitalized in *puns But homophones like plain — 
plane make a good deal of trouble m spelling Much of this con- 
fusion is really carelessness, for the words are common. Try to 
visualize the troublesome ones in phrases that show their mean- 
ing, something like these 

priest at the altar — Who can alter human nature^ 

Father ^ave his a^scjit lo the marriage --ihc ant at ot Mount Everest 
beanng piin — haring his arm 
a lower bttth—Xws tenth birthday 
born in June 1922 — borne by the wind 

the biidal party, htidal suite — a horse’s bn die, the bridle path 
a house-to-house canvass — with canvas spread 

The capital of Illinois is Springfield — The uipitol has a gilded dome 
A woman despises insincere compliments — the complement of the angle 
There are five members of the conned — Conned is advice — counsel for 
the defense 

a dual peisonality — a pistol dud 
A mantle covered her — the trophy cups on the mantel 
a piece of paper — peace or war 

oaTplane, plane geometry — the Great Plains, a plain statement 
He rode horseback — The road was macadam ■ — He rowed a dory 
a box of stationciy — a stationary engine, stationaiy desks 
tea to drink — tee on a golf course 

(RE 1 ER^NCE Kennedv, $ 82 ) 

Honorable As a title ot respect, for persons in political office of 
some prestige, this word is capitalized and is usually preceded by 
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the; it may be abbreviated in addresses when initials or first names 
are used 

the Honorable Scott Lucas the Hon Scott Lucas 

the Honorable Member from South Carolina 

hope “In hopes of a better day to come” is colloquial and vulgate 
for tn the hope of. 

After leaving Montreal, we drove on in the hope [not in hopes] of 
reaching Quebec as soon as possible (or in hope of reaching) 

Or, more usual, with a participle 

After leaving Montreal, we drove on, hoping to reach Quebec as soon 
as possible. 

Hours In consecutive writing, especially if it is formal, hours are 
written in words at four o’clock. 

In newspapers and in much informal writing, figures are used, 
especially if several times are mentioned 

at 4 pm. just after 9am from 10 to 12 (See *a m and pm) 

however As a connective, however is more appropriate to the fully 
developed sentences of formal style, and is especially useful as a 
connective between sentences. 

Occasionally the beat man writes his own story in the press room of the 
public building in which he is stationed, and sends it to the office by 
messenger This, however, is unusual as it involves loss of time — C D 
MacDougall, Repotting for Beginners, p 65 

Amateur writers are likely to overuse however, but would usually 
be more appropriate to the simple directness of their statements. 

During the eight weeks I was in the hospital, A1 visited me twice, assuring 
me that as soon as I was able, I could have my old job But [better than 
however] after four weeks of convalescing at home, it was time for me to 
go to college 

Many people think that Model T’s are always getting out of order This 
IS not always the case, however Ours has 

Better Many people think that Model T’s are always getting out of 
order, but that is not always true Ours has . . 

Clauses of one sentence connected by however are usually sub- 
stantial enough to be separated by a semicolon (See *Con)unctive 
adverbs, *but ) 

human, once a noun in good standing, fell to the level of humor- 
ous and undignified usage, and now seems slowly being brought 
back into good standing: 
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With all his heart he wants to come close to some other human, touch 
someone with his hands, be touched by the hand of another — Sherwood 
Anderson, Wtnesburgy Ohio, p 287 

Humor Humor is primarily a matter of material, rather than of 
words, coming from shrewd observation of the amusing doings of 
people, from the ironical contrasts in life, from seeing likenesses or 
observing incongruous situations that escape the average person, 
from parodying or farcing ideas, from elaborating the trivial instead 
of the important strand of a thought, from plain exaggeration or 
understatement 

A humorous writer is usually an informal writer, using the re- 
sources of the language with freedom — old words in new senses, 
new words, misformed words, colloquial words, words with double 
connotation (*Puns), and constructions that suit his immediate 
fancy. An enumeration of the qualities of humor is not very useful, 
but a few specimens may remind you of some of the possibilities 

The notion that such persons [“writers of light pieces running from a 
thousand to two thousand words’*] are gay of heart and carefree is curiously 
untrue They lead, as a matter of fact, an existence of )umpiness and appre- 
hension They sit on the edge of the chair of Literature In the house of 
Life they have the feeling that they have never taken off their overcoats 
Afraid of losing themselves in the larger flight of the two-volume novel, or 
even of the one-volume novel, they stick to short accounts of their misad- 
ventures because they never get so deep into them but that they feel they 
can get out This type of writing is not a joyous form of self-expression but 
the manifestation of a twitchiness at once cosmic and mundane Authors of 
such pieces have, nobody knows why, a genius for getting into minor diffi- 
culties they walk into the wropg apartments, they drink furniture polish 
for stomach bitters, they drive their cars into the pnze tulip beds of haughty 
neighbors, they playfully slap gangsters, mistaking them for old school 
friends To call such persons humorous, a loose-fitting and ugly word, is to 
miss the nature of their dilemma and the dilemma of their nature The little 
wheels of their invention are set in motion by the damp hand of melancholy 

Such a writer moves about restlessly wherever he goes, ready to get the 
hell out at the drop of a pie-pan or the lift of a skirt. His gestures are the 
ludicrous reflexes of the maladjusted, his repose is the momentary inertia 
of the nonplussed. He pulls the blinds against the morning and creeps into 
smokey corners at night He talks largely about small matters and smally 
about great affairs His ears are shut to the ominous rumblings of the 
dynasties of the world moving toward a cloudier chaos than ever before, 
but he hears with acute perception the startling sounds that rabbits make 
twisting in the bushes along a country road at night and a cold chill comes 
upon him when the comic supplement of a Sunday newspaper blows unex- 
pectedly out of an areaway and envelopes his knees He can sleep while 
the commonwealth crumbles but a strange sound in the pantry at three in 
the morning will strike terror into his stomach He is not afraid, or much 
aware, of the menaces of empire but he keeps lookmg behind him as he 
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walks along the darkening streets out of the fear that he is being softly 
followed by little men padding along in single file, about a foot and a half 
high, large-eyed, and whiskered — James Thurber, My Life and Hard 
Times, Preface 

Always fair game for a humorist are things taken at their face 
value or things taken more seriously than they really deserve 
Applying the judgment of common sense to inflated reputations 
often results in humor by sheer contrast with the usual opinions 
In the following passages two different methods and different styles 
are shown in this sort of attack, one on a sentimental poem that 
has been taken too seriously, the other on Shakespeare-worship 

The boy who stood on the burning deck has been played up as an example 
of youthful heroism for the benefit of the young of our race ever since 
Mrs Felicia Dorothea Hemans set him down in black and white I deny 
that he was heroic I insist that hb merely was feeble-minded Let us give 
this youth the careful once-over The scene is the Battle of the Nile The 
time IS August, 1798 When the action of the piece begins the boy stands on 
the burning deck whence all but him had fled You see, everyone else on 
board had had sense enough to beat it, but he stuck because his father had 
posted him there There was no good purpose he might serve by sticking, 
except to furnish added material for the poetess, but like the leather-headed 
young imbecile that he was he stood there with his feet getting warmer 
all the time, while the flame that lit the battle’s wreck shone round him 
o’er the dead Aftei which 

There came a burst of thunder sound, 

The boy — oh* where was he^ 

Ask of the winds, that far around 
With fragments strewed the sea — 

Ask the waves Ask the fragments Ask Mrs Hemans Or, to save time, 
inquire of me 

He has become totally extinct He is no more and he never was very 
much Still we need not worry Mentally he must have been from the verv 
outset a liability rather than an asset Had he lived, undoubtedly he would 
have wound up in a home for the feeble-minded It is bettei so, as it is — 
better that he should be spread about over the surface of the ocean in a 
broad general way, thus saving all the expense and trouble gathering him 
up and burying him and putting a tombstone over him He was one of the 
incurables — Irvin S Cobb, A Pica for Old Cap Colhei, pp 40-41 

It costs a shilling to cross any doorstep in Stratford, and once inside, the 
visitor finds himself on the very spot where Shakespeare signed his will or 
wrote The Tempest or did something or other which makes it necessary to 
charge an additional sixpence for the extra sanctity involved Through all 
the shrines surge English and American tourists, cither people who have 
read too much Shakespeare at the expense of good, healthy detective 
stories or people who have never read him at all and hope to get the same 
results by bumping their heads on low beams Both categories try heroically 
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to appear deeply moved, an effort which gives their faces a draped look 
Were it not tor the countryside round about, I would not stay an hour in 
Stratford — I keep expecting that somebody all dressed up as the immortal 
bard will come rushing out with a jingle of bells and a jovial shout, and I 
will have to confess apologetically that I am a big girl now and too old to 
believe in Shakespeare — Margaret Halsey, With Maltce Toward Somc^ 
pp 65-66 

Amateurs need to be reminded that a good deal of light writing 
has already been done and that no amount of word juggling and no 
number of stale quips emphasized by a question mark (^) can con- 
ceal a lack of really humorous insight A glance at the college 
comics will show what a groove “humor” runs in — though at the 
same time it can show the occasional flash of illuminating humor 
that makes life more genial 

(Rlffrence Max Eastman, The Enjoyment of Laughter (New York, 1936), E B 
and Katherine B White, A Subtreasury of American Humor (New York, 1941), 
especially the preface ) 

Hyperbole See Chapter 12, “Degree of statement,” page 350 

Hyphen (-) 

1. Division of words. 2. Prefixes. 3. With modifiers preceding a 

noun. 4. Group words. 5. Compound words. 

1. Division of words. A hyphen is used to mark the division 
of a word at the end of a line of manuscript or print The problem 
in this use is to divide the word between syllables This is discussed 
in ^Division of words 

2. Prefixes. In certain types of compounds of a prefix and a root 
word a hyphen is necessary to avoid confusion, or for emphasis or 
appearance 

a) Between a prefix ending with a vowel and a root word begin- 
ning with the same vowel 

rc-clected re-enter pre-eminent pre-existent 
(See *pre-, *rc- ) 

Usage is divided on words made with co-, the more common ones 
now generally being written solid 

co-operate or cooperate co-ordinate or coordinate 

b) To avoid confusion with another word 

re-col lect — recollect re-cover — recover 

c) Between a prefix and a proper name 

anti-Nazi ex-President Hoover pro-Roosevelt 
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d) When the prefix is stressed- 

ex-husband ex-wife anti-viviscction (or antivivisection) 

3. With modifiers preceding a noun: 

a) Occasionally some pairs of modifiers might be ambiguous with- 
out a hyphen a light yellow scarf might be either a light scarf that 
was yellow or a scarf that was light yellow, so that light-yellow is 
safest for the latter meaning, and conservative writers would put 
lights yellow scarf for the first. There is a distinction between a 
great-grandfather (indicating relationship only) and a great grand- 
father (indicating quality of a grandfather) When an adverb has 
the same form as an adjective, many people use a hyphen if the 
adverb modifies a participle- a late-flowering ins (an ins that 
flowers late), slow-moving goods But ordinarily such expressions 
would not be mistaken however they were written, except by people 
perversely analyzing the phrases 

b) Usage is divided on hyphening noun phrases when used as 
modifiers, as in seventeenth century philosophy Formal writers 
would usually write seventeenth-century^ informal seventeenth cen- 
tury, This division applies to such expressions as the following 

a Seventh Avenue shop a college professor attitude 

the drugstore clerk manner summer vacation freedom 

two-hundred-pound, six-foot-two halfbacks 

c) Other modifying phrases, especially long humorous coinages, 
are usually hyphened 

Aside from its practical uses, this appeals to what might be termed the 
“I-know-a-guy-who” streak in human nature — Jack Alexander, The New 
Yor\er, Aug 1, 1936 

That kind of tail-between-the-legs philosophy has no place in America — 
Country Gentleman j Jan 1939 

Shorter phrases will be found written variously Onshore is usually 
one word; first rate is found as two words or hyphened, dirt cheap 
would usually be two words. A dictionary will give the commoner 
form of this type of phrase. 

d) In formal style a hyphen may be used to carry the force of a 
modifier over to a later noun (“suspension hyphen’') . 

The third-, fourth-, and fifth-grade rooms have been redecorated. 

In both thirteenth- and fourteenth-century texts 

4. Group words. A hyphen is conventionally used in certain 
group words: 
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a) In the compound numerals from twenty-one to ninety-nine, 
and in fractions, though this use is decreasing* 

one hundred sixty-two one thirty-second three-sixteenths 

forty-seven ninety-ninth 

b) In names of family relationships* 

Hyphened father-in-law, daughter-in-law 

One word stepson, stepdaughter, stepmother 

Two words half brother, half sister (sometimes hyphened) 

c) In compounds with ^^//-, which are usually hyphened in dic- 
tionaries but are often found in print as two words 

self-contained self-government — self government 

self-help — self help self-importance self-pity — self pity 

Selfhood, selfless are written as one word 

If words of this sort raise any question, consult a recent diction- 
ary — but note the comments on the general use of hyphens made in 
the next section 

5. Compound words. The question of compound and occasion- 
ally compounded words is more complex Many compound words 
will be found written in three ways as two words, or hyphened, or as 
one word As a rule the form does not affect meaning tax payers, 
tax-payers, and taxpayers all pay taxes, a red headed roommate, a 
led-headed roommate, and a redheaded roommate all have red hair. 
We find fire escape and fit e-escape (but not flreescape because of 
the two e’s); golf lml{i and golf'ltnl{^, yugar beet and sugar-beet. 

In the past, words that were becoming fused into compounds 
were required to pass through a probationary period with hyphens 
before being admitted as single words Baseball, for instance, was 
hyphened for a time, and football and basketball until rather re- 
cently There is less tendency to use hyphens now, except in quite 
formal writing, and compounds are now made immediately without 
hyphens if the word is needed A hyphen is more likely to be used 
when one of the elements has two or more syllables 

and we have even seen their guilty simulacra in tenement-house and 
sliopfionts — Lewis Mumford, Sticks and Stond, p 180 

Schoolboo\ is usually written solid, pocket-book often hyphened 
or as two words, reference book is almost always two words. 

The only consolation is that hyphening is more an editor’s worry 
than a writer’s. A publisher may wish for uniformity in principle 
and may struggle to get it in printing particular words, though 
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absolute consistency is impossible. The University of Chicago Press 
Manual of Style^ for instance, devotes nine pages to rules for hyphen- 
ing, and stylebooks of newspaper and other publications have 
numerous rules, many of them arbitrary choices of form made simply 
to insure consistency In a person’s ordinary writing, he does not 
need to be so particular. For words in common use he can consult 
a dictionary or do as he finds reputable publications doing 

It IS obvious that use of hyphens should be appropriate to other 
traits of style, especially to punctuation In general, formal and 
conservative writers tend to use more hyphens, informal writers 
tend to use fewer, and those who follow an open punctuation often 
get along with almost none The present style is to use rather few, 
writing the word pairs as two separate words or joined as one. 

Contrast these passages from contemporary writers 

And the face was also surly, hang-dog, petulant, and servile — the face of 
one of those little men — a door-man at a theater, a janitor in a shabby 
warehouse, office building, or cheap apartment house, the father-in-law of a 
policeman, the fifth cousin of a desk sergeant, the uncle of a ward heeler’s 
wife, a pensioned door-opener, office-guard, messenger, or question-evader 
for some Irish politician — Thomas Wolff, “Death the Proud Brother ’ 
From Death to Mornings p 43 

At the broker’s office there was the usual welldressed elderly crowd in 
sportsclothes filling up the benches, men with panamahats held on knees of 
Palm Beach suits and linen plusfours, women in pinks and greens and light 
tan and white crisp dresses — John Dos Passos, The Big Money, p 382 

Thomas Wolfe, consistent with his rather conservative usage, 
has more hyphens than most people would use, Dos Passos, in 
keeping with other traits of his venturesome style, runs as single 
words several which are conventionally hyphened or written as two 
words. Such word joinings are a matter of style rather than of 
correctness, and appropriateness is more important than rules 

The conclusion one comes to after a serious consideration of 
current habits in the use of hyphens is well put by John Benbovv 
m Manuscript & Proof, the stylebook of the Oxford University 
Press of New York* “If you take hyphens seriously you will surely 
go mad.” 


!• ‘Long V (I). The sound of long i is a diphthong, sliding from 
a or a to short i or short e tee, wild, find, guide, night, tiny. It is 
variously spelled as in aisle, aye, height, eye, by, buy, bye, he. 



ibid. 

In unstressed syllables I has the same sound but is somewhat 
shorter* diam'ator. 

2. ‘Short i’ (i) As m bit^ city. Before r it spells the sound repre- 
sented by u bird (buid), third (thurd) 

3. ‘Continental i’ (e). In a few words the Continental (Euro- 
pean) value of i IS preserved machine (moshen'), police (poles'), 
visa (ve'zo), and in recent unanglicized borrowings 

4. As a consonant (y). / may represent a y sound before a vowel, 
especially in rapid pronunciation opinion (opin'yon) 

(For the plural -les see *Plurils lb and *Y See also *-ile ) 

I 1. Capital. The pronoun I is written with a capital simply be- 
cause in the old handwritten manuscripts a small t was likely to be 
lost or to get attached to a neighboring word, and a capital helped 
keep It a distinct word There is no conceit implied 

2. As first word. The widely circulated rumor that / should not 

the first word in a letter (sometimes even that it should not be 

the first word of a sentence) is unfounded / can be used wherever 
It is needed People with only average concern for themselves need 
not worry, the conceited will give themselves away anyway Cir- 
cumlocutions to get around the natural use of / are usually awkward 
and likely to attract attention to themselves 

There is a feeling in me 1 1 feel | that relief projects are unsound 

The best way to avoid conspicuous use of 1 (or of any other 
word) IS to keep it out of emphatic sentence positions, especially 
from the stressed beginning of a sentence. A subordinate clause 
01 longish phrase put first will throw the stress off the / 

After a long struggle I decided to go (Instead of I decided to go, after a 
long struggle ) 

3. Omission of I. In clipped personal writing — diaries, casual 
and informal letters — / is often appropriately omitted if the style 
is also clipped in other respects 

A drive to Nahant yesterday afternoon Stopped at Rice’s, and afterwards 
walked down to the steamboat whaif to see the passengers land — Nathaniel 
Hawthorne, American Note-Books y Aug 31, 1835 

(See •It’s me, *mysclf, *wc ^2 (“editorial we”), ch 3, “Choice between personal 
and impersonal styles,” p 79 ) 

ibid. Ibid , the abbreviation of the Latin ibidem^ “in the same place,” 
is used in a footnote to refer to the work mentioned in the imme- 
diately preceding footnote. (See Chapter 13, “Form of footnotes,” 
page 391 ) 
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idea 


idea strictly means a “concept,” something thought about some- 
thing It is frequently used as a substitute for intention and simila 
words in constructions that are usually wordy 

I got the idea that fl thought] every policeman was my enemy 
Wordy We started out with the idea in mind of going to a dance 
Improved We started out intending to go to a dance 


Idiom and idioms Correction: The expression marked is not the 
idiomatic English construction* Revise it, referring to an article m 
this Index or to a dictionary if you are not sure what it should be. 

The word idiom is used in two different, almost opposed, senses 

1. It may mean the usual forms of expression of a particular Ian- 
guagCy as we may compare German idiom with English idiom, 
meaning the ways in which words are characteristically put together 
in the two languages German has been fond of suspended con- 
structions, the separable prefixes {Wo gehst du hin?) and parti- 
cipial constructions, but English tends to complete its construc- 
tions immediately In French, adjectives come after the nouns 
they modify {une maison blanche)^ m English they come before 
{a white house) “Idiomatic English” connotes natural^ meaningful 
English rather than correct English It ordinarily is contrasted with 
stilted or formal English and suggests then not a mastery of aca- 
demic English but of general usage 

2. The word idiom may also mean an accepted phase that dtffeis 
from the usual construction of the language^ either departing from 
the typical grammar (like somebody else' s^ in which the sign of the 
possessive is added to the adjective rather than to the noun) or 
from normal logical meaning (like to center around^ which is ridicu- 
lous when analyzed). Thpse idioms are usually particular phrases 
which we learn separately — easily in our own language, with diffi- 
culty in another — differing from the idioms discussed in the pre- 
ceding section, which are patterns for large numbers of locutions. 

Collecting English idioms is a good sport and trying to analyze 
them IS better Considering them grammatically and literally, what 
can you make of these 


to come in handy 
how do you do 
to catch fire 
catch a cold 
many is the time 


be your age 

strike a bargain 

to be taken in (deceived) 

look up an old friend 

getting on in years 


The point to remember about these expressions is that though 
they are exceptional in some way, they are thoroughly respectable 
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if 

members of the language. No one needs to apologize for using 
them, for they are part of the general stock m trade of the infor- 
mal language and most of them are appropriate in all levels. 

The dictionaries of course give a great many idioms, usually listed 
under the most important word in the phrase The Oxford English 
Dictionary is especially rich in idioms (See Chapter 4, “Idiom and 
idioms,” page 114; ^Phrases, ^Prepositions ) 

-ie- in spelling See *-ei-, -le-. 

i. e. IS the abbreviation for Latin id est, “that is ” It is not common 
now outside rather routine reference exposition, that is being ordi- 
narily written For punctuation with ; e , see ’•^namely, *Colon § 6. 

if 1. Subordinating conjunction. If is a subordinating conjunction 
introducing a condition 

If the weather holds good, we shall stay another week 
If they had known the beacon was out, they would have come in before 
sunset 

(Sn- ^Conditions REFFRENCb Fries, pp 224-25 ) 

2. ‘If and ‘whether.’ In formal usage, if is used for conditions, 
and whether^ usually with or, is used, though not consistently, in 
indirect questions, in conditions, and in expressions of doubt. 

Simple condition If the weather holds, we will come 
Indirect question He asked whether the mail had come in He asked 
whether they were all going or only some of them 

Doubt They had all been wondering whether the doctor would get 
there in time 

From the first returns they could not be sure whether the state was 
Republican or Democratic 

In formal English if is not used with or 

No matter whether [Not //] the boy goes to preparatory school or high 
school, his father has to pay local school taxes 

In informal English whether is rarely used 

He asked if they were all going or only some of them 
He asked if the mail had come in 

He was so old, and so shrunken, that it was difficult to tell, at first, if he 
was a man or woman — William March, The Little Wife, p 101 

3. For ‘although’ or ‘but.’ Colloquially if is used for although or 
but m certain expressions: 

She was a good dog, if she did bark at strangers. 

(See *whcn, as, and if ) 
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-ile 


-lie Usage is divided on the pronunciation of words ending in -tie. 
Some of the more common are. 


agile ajM [aj'il] 
ferule iur'til 
fuule fu'iil 
gentile jen'tll 
hostile hos'til 


infantile in'fan til, in'fsn til 
juvenile joo'va nil, joo'va nil 
reptile rep'iil 
textile teks'til, teks'til 
versatile vur'ss til 


British pronunciation more commonly has -il: fur'tll, hos'til, 
rep'tll, vur'sa til 

ilk Ilk is an archaic Scotch expression which turns up in some 
English essays or in would-be humorous writing for sort* “more 
of that ilk.” 


ill See *sick. 

illiterate Strictly, tlhterate means “not able to read or write”; loosely 
It means “uncultivated ” Usage that is often loosely referred to as 
tlhterate is called vulgate in this Index See Chapter 1, “Vulgate 
English,” page 52 

illusion llluston — ^“a deceptive appearance,” as an opttcal tlluston, 
an tlluston of wealth — is sometimes confused with allusion^ “a 
reference to something written or to someone or something”: He 
alluded to recent events without describing them. 

Illustration (Pictorial) Pictorial illustration greatly helps the in- 
terest and understandability of an article — though it cannot (in 
spite of the great picture magazines) take the place of text Illus- 
trations for articles and books are often arranged for by the pub- 
lisher, but the wiiter can suggest possibilities or he can submit 
drawings or photographs Many feature articles are accepted by 
newspapers and magazines largely because of their illustrations 
A student can often add considerably to the value of a paper bv 
drawings or by snapshots These can be inserted by tucking the 
corners into slits cut in the manuscript pages, so that they can be 
taken off after they have served their purpose. Travel papers, nar- 
ratives of experience, and explanations of processes profit especially 
from illustration 
(Compare *Diagrams, graphs, etc ) 

Imagery An image is a word or group of words that may make an 
appeal to one of the “senses”: sight (hrtghty yellow^ thtek brown 
hatr)y hearing {rumble ^ far away shouts^ three loud booms) y taste 
{sweety sour, a ptcklcd pear)y smell Qasmtne, a blown out candle) , 
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Imagery 

touch {smooth, glassy, a tweed coat), and the muscular tension 
known as the kinesthetic sense {squirm, ]oggtng heavily along). 
Obviously a word may appeal to more than one sense {tweed, 
glassy, jasmine), though in a specific context one would usually 
be dominant Whether a reader’s senses are actually “aroused” de- 
pends chiefly on his suggestibility Some people are easily stimulated 
by words; some are more sensitive to one sense than to another For 
the study of imagery in writing, it is enough that words capable of 
suggesting sensory images are present, we cannot be sure of the 
response of anyone but ourselves But images — actually sensed or 
potential — are the foundation of most writing, of all in fact that 
IS not dealing principally with ideas. 

Imagery is especially characteristic of poetry, in which ideas, 
states of mind, and feelings are often represented by images and 
what they suggest 

Jack Ellyat felt that turning of the year 
Stir in his blood like drowsy fiddle-music 
And knew he was glad to be Connecticut-born 
And young enough to find Connecticut winter 
Was a black pond to cut with silver skates 
And not a scalping-knife against the throat 

Stephen Vincent Benet, John Btown's Body, p. 22 

Fiction, too, since it must present pictures of people and places and 
actions, has much imagery: 

The sun came in warm in long streaks across the floor, and the giant 
geranium plants made a pattern across its gold When we touched our 
glasses, white circles of light would move on the walls and ceiling, and 
the cut-glass dish with the peaches in it made a rainbow-bar on the cloth — 
Josephine Johnson, Now in Novembet , p 83 

In expository prose, images are the basis of discussions of people, 
of experience and situations, of things and processes Even in ex- 
pressions of opinion and discussions of ideas, most writers keep in 
close touch with the visible and touchable world Current writing 
IS conspicuously concrete and imagenal 

Studying the images in a writer’s work will usually show what 
has impressed him in his experience, what appeals to him — colors, 
lines, odors, what not — and your writing also should show images 
drawn from your experience If you are interested in dogs or sail- 
ing or fabrics or foods, words from those fields should crop up, not 
only in papers in which they are the mam subject but to add to 
the interest and detail of other papers, too. Images that come from 
your own experience and that definitely appeal to you will carry 
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Imaginative writing 

over clearly to a reader and are infinitely better than the trite 
roses and violets of accumulated literature. Don’t take out of your 
writing an image that really appeals to you, unless it would be in- 
appropriate or would mislead a reader. 

(See ch 12, “Abstract and concrete words,” p 341, and “Figurative use of words,” 
p. 344 References Rickert, ch 3, gives a detailed classification of images and sug- 
gestions on their use, George G Williams, Creative Writing (New York, 1935), 
ch 7) 

Imaginative writing See ^Factual and imaginative writing. 

Imitative words and phrases A number of words imitate, or sug- 
gest in their pronunciation, particular “sounds of nature” bang, 
buzz, clan\, swtsh, splash, whirr, pop, clatter, cuc\oo, ping pong 
These words have become definite members of the English vocabu- 
lary and will be found in dictionaries It is possible to make new 
ones to fit specific sounds, and they are often necessary, especially 
in fiction Sometimes it is better to use the conventional forms 
even when they are not very exact {humph, uh huh) rather than 
make new ones, which may puzzle a reader 

When such words are used for special effect in writing they 
form a trait of style known as onomatopoeia (on'o mat'a pe's). 
Imitative words or sounds in a series that suggest the action or 
idea or tone of the subject matter are a useful form of intensifica- 
tion of meaning, as in Pope’s famous lines* 

’Tis not enough no harshness gives offense, 

The sound must seem an Echo to the sense 
Soft IS the strain when Zephyr gently blows, 

And the smooth stream in smoother numbers flows. 

But when the loud surges lash the sounding shore. 

The hoarse, rough .verse should like the torrent roar 
When Ajax strives some rock’s vast weight to throw, 

The line too labours, and the words move slow, 

Alexander Pope, An Essay on Criticism y lines 364-71 

Often a picture or a narrative can be sharpened by using an imi- 
tative word instead of a general or colorless word like said or 
wal\ed, barbed, droned, snarled, whined, clattered, stamped, 
strutted. Conspicuous striving for such words will make a passage 
seem melodramatic, but accurate words that come naturally will 
add to Its effectiveness. 

In The Red Badge of Courage Stephen Crane frequently uses 
imitative words to good effect: 

The regiment snorted and blew . . . The song of the bullets was in the 
air and shelb snarled among the tree-tops. . . . Near where they stood shells 
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in«y en« 

were flip-flapping and hooting Occasional bullets buzzed in the air 

and spanged into tree trunks 

immigrate See ^emigrate — immigrate. 

Imperative sentences See ^Commands and requests. 

Impersonal constructions See *there is, there are, *it, Chapter 3, 
“Choice between personal and impersonal styles,” page 79. 

Impersonal style See Chapter 3, “Choice between personal and 
impersonal styles,” page 79 

imply— infer Strictly a writer or speaker implies something in his 
words or manner, a reader or listener injers something from what 
he reads or hears 

The dean implied, by the way he tilted his head and half closed his eyes, 
that he doubted my story 

One might infer from his opening words that the speaker was hostile to 
all social change 

Infer has been used so much with the meaning of “imply” that 
that IS given as a secondary sense of the word in dictionaries 

in 1. Uses: 

Preposition in the box in town in the rain in a arcle 
in training in words in bronze 

Adverb mix in They are not in Put m the butter 

Adjective an in train 

Noun the ins and the outs 

Verb (local) to in the beets, to in the car 

2. In combinations: In is often found in colloquial doubling 
of prepositions in bac\ ofy tn behind^ in between 

In most writing these would be simply bac\ of, behind^ between, 

(See ^Prepositions § 3b ) 

in— into— in to In generally shows location (literal or figurative); 
into generally shows direction: 

He was in the house He came into the house 

He was in a stupor He fell into a deep sleep 

He walked in the street He walked into the street 

Colloquially tn is often used for mto He fell in the brook. 

In to IS the adverb tn followed by the preposition to 

They went into the dining room They went in to dinner 

in-, en- See *en-, in-. 
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in*y UH" 


in-, un- In- or un- (variants im-, //-) prefixed to many words gives 
them a negative meaning* mconstderate, incapable^ uneven^ un- 
lovable^ unlovely, unloved If you are not sure whether a word 
takes tn- or un-, you will have to consult a dictionary — an American 
dictionary, since British usage differs m many words. Un- is likely 
to be used with words from Old English and in- with words from 
Latin, but this is not a safe guide (witness indigestible, undigested, 
inequality, unequal, inadvisable, unadvi<^ed) A sample list follows. 


inadequate 

findecipherable 

impractical 

unedited 

inadvisable 

findistinguishable 

unacceptable 

unessential 

inartistic 

inept 

unadvised 

unnamed 

inaudible 

finescapable 

unalterable 

unnatural 

incapable 

inexperienced 

unbelievable 

unnecessary 

incapacitate 

infallible 

uncertain 

unnoticeable 

incommunicable 

•f infrequent 

uncollected 

unrecognizable 

incompatible 

•^insubstantial 

uncommu- 

unresponsive 

incomplete 

•finsupportable 

nicative 

unsung 

incomprehensible 

illiberal 

uncompleted 

unsustained 

inconclusive 

illiterate 

uncontrollable 

unversed 

inconsequenUal 

immoderate 

uncontrolled 


inconsolable 

immoral 

undistinguished 



Those marked f also found with un- 


incidental, incidentally The adverb should be spelled m full 
incidental/ /y. See *-al ly. 

Incoherence Writing is incoherent when it lacks connection within 
Itself or when the relationship between parts (of a sentence, of a 
paragraph, of a whole paper) is not evident Various examples of 
incoherence are discussed in *Misrelated modifiers, ^Participles, 
and in Chapters 7 and 9 

Incomplete sentences See Chapter 9, “Fragmentary sentences,” 
page 262 

Incongruous details One minor trait of modern style is the use of 
contrasting or inconsistent words or details, especially in a senes 
Used unintentionally, incongruous details may be awkward, but 
when controlled they have various advantages. 

1. A series of incongruous details is often used instead of an 
abstract noun, to suggest a variety of objects or experiences Such 
a series may be either light or serious 

The earth, just as she stands, has a lot of qualities which we cherish we 
like the climate, we like the food, and we like the view from the porch — 
The New Yorker, June 30, 1934 
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Indention 


In a single-minded attempt of that kind, if one be deserving and fortunate^ 
one may perchance attain to such clearness of sincerity that at last the pre* 
sented vision of regret or pity, of terror or mtrthy shall awaken in the 
hearts of the beholders that feeling of unavoidable solidarity, of the soli- 
darity in mysterious ortgiUy tn toily tn joy, tn hope^ tn uncertain fate, which 
binds men to each other and all mankind to the visible world. — Joseph 
Conrad, The Nigger of the Narcissus^ Preface 

The first group of italicized words in the passage from Conrad is a 
more exact and more vivid substitute for emotion and the second is a 
colorful and impressive substitute for human experience or some such 
generality 

2. A combination of a concrete and an abstract word is some- 
times used as a source of humor, as in Washington Irving’s “brim- 
ful of wrath and cabbage.” 

When an abstract and a concrete word are attached to the same 
construction they need to be watched. “At the expense of demo- 
cratic people and ideals” would be better if the last phrase was 
made separate “At the expense of democratic people and of demo- 
cratic ideals ” 

3. A vigorously contrasting detail may heighten the effect of a 
statement or drive home a point, often with a note of severe irony 

Among those who have much to be thankful for this week are the football 
players hrom now on they do not have to have their faces stepped on and 
their character molded — Howard Brubaker, The New Voider, Nov 
26, 1938 

When my generation of country-raised folks were kids, we shure had a 
lot of hardships to put up with We had to walk to school, for instance There 
were no nice, comfortable school busses for us to ride back and forth and 
get killed in — Cal Tinney, The Philadelphia Record, Dec 6, 1938 

incredible-incredulous A story or situation is incredible (unbe- 
lievable), a person is incredulous (unbelieving). 

Indefinite article See ^a, an. 

Indefinite it, they, you See *it, *they, *you. 

Indefinite pronouns {any^ some . . .) See ^Pronouns § 8 and the 
separate articles referred to there, and Chapter 4, “Collective pro- 
nouns,” page 109. 

Indefinite reference of pronouns See ^Reference of pronouns § 3, 
and Chapter 4, “Misleading or vague reference,” page 109 

indention Indenting in manuscript or printed copy is beginning a 
line in from the left-hand margin. In longhand copy, paragraphs 
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Independent clause 

are indented about an inch, in typewritten copy from five to eight 
spaces. 

Hanging indention is setting in lines below the first line, as m 
many newspaper headlines, ^outlines, headings, and addresses of 
^letters If a line of verse is too long to stand on one line, the part 
brought over to the second line should be indented . 

Why do they prate of the blessings of Peace ^ we have 
made them a curse, 

Pickpockets, each hand lusting for all that is not its 
own, 

Alfred Tennyson, “Maud” 

(For indenting quotations, see ’•^Quotation marks % Id, for “Indention and displa\,’’ 
see ch 5, p 151 ) 

Independent clause A clause grammatically complete and capable 
of “standing alone” but forming part of a compound or complex 
sentence This sentence has three independent clauses (which would 
still be “independent,” but in this instance clumsy, if they \\ere 
connected by and^ • 

In actual life events rarely reach a conclusion as definite and complete 
as the short story demands, there are always loose threads somewhere, 
not even death itself ends a career — David Lambuth and Kenneth A 
Robinson, Art and Craft tn the Short Story^ p 3 

Indexes See Chapter 13, “Periodical indexes,” page 371 

Indicative mood The usual form of the verb m sentences and 
clauses 

They sat on the porch even though it was late October 
Will you come if you are invited'^ 

(See * Verbs, compare ^Subjunctives ) 

Indirect discourse (Indirect quotation) Quotations that are para- 
phrased or summarized in the writer’s words instead of being quoted 
exactly as originally spoken or written are in indirect discourse. 

Indirect He said he wouldn’t take it if they gave it to him 
Direct He said, ‘‘I won’t take it if they give it to me ” 

(See *Quotation marks $ 2b, *Tenscs of verbs $ 3 ) 

Indirect object See ^Objects §2 

Indirect question A question restated at second hand: 

Indirect He asked if everyone was all right 
Direct He asked, “Is everyone all right?” 

(See *Qucstioiis J 3.) 





Infinitives 


Inductive order See Chapter 1, “Planning the paper,” page 14; 
Chapter 8, “Climax paragraphs,” page 222 

infer See *imply — infer. 

Infinitives 

1. Tenses of infinitive. 2. ‘To’ and the infinitive. 3. Typical 
uses of infinitives. 4. Subject of infinitives. 5. Split infinitive. 

1. Tenses of infinitive. The forms of the English infinitive are 

Active Passive 

Present (to) ask, (to) be asking (to) be asked 

Perfect (to) have asked, (to) have been asking (to) have been asked 

The present infinitive indicates action occurring at the same 
time as that of the main verb or in a time future to that of the 
main verb: 

He IS here now to as\ you 
They had come to as\ you 
He IS coming [future] to you 

The perfect infinitive primarily indicates action previous to the 
time of the mam verb 

I am glad to have been one of his boys 

(Sll ch 4, “Infinitives, p irticiplcs, gerunds,” p 102, and ‘Infinitive or gerund,’ 
P 115) 

2. ‘To’ and the infinitive. To is the “sign of the infinitive” 
used in most infinitive consti uctions (Just to heai him talk is an 
inspiration). 

They all tried to get in fiist He set out to gtt Phi Beta Kappa 

After some verbs no to is used can, may, ^hall, will, do, darCy 
make, help, need . . . 

Do make him stop It would help us finish the job We might 

bt seeing him 

In short, clear, unemphatic series of infinitives in parallel con- 
structions, the to IS not repeated* 

To sit and smoke and think and dream was his idea of pleasure 

In more formal senes of infinitives, when the actions are not part 
of one general process, or when the separate verbs deserve emphasis, 
the to is repeated. 

To walk around among these exhibits, to see the horse races where 
runners, trotters, and pacers with Kentucky and Tennessee pedigrees com- 
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pete on a mile track, and then to listen to the political speakers discussing 
“purr-ins-a-pulls” and “the Const-ti-too-shun’’ — this made a holiday for the 
farmers and city people who came — Carl Sandburg, Abraham Lincoln 
The Frame Years, 2 6 

3. Typical uses of infinitives. 

Subject To err is human, to forgive, divine. 

Object He wanted to go fishing He tries to do every one at least twice 
Adjective modifier wool to spin, money to burn They have plenty of 
fresh fish to cat 

Adverbial modifier (to show purpose, result, etc ) He bought to sell again 
They came to play Reporters are constantly on the move from one place 
to another to cover important happenings 
With auxiliaries He will pass this time He didn’t dare go over the top 

4. Subject of infinitives. The infinitive is coming more and more 
to serve as a verb in a subordinate construction, so that grammarians 
now speak of a to clause or an infinitive clause When the subject 
is a pronoun it is in the accusative case. 

Supposing them to be new men, we all shouted, “Get off the grass*’’ 

It would be better for you and me to discuss the matter before calling 
in the others 

Often these constructions are absolute: 

To judge by the appearances the party must have been pretty rough lo 
maXe a long story short, they didn’t go 

After the infinitive of a ^linking verb that has no expressed 
Subject, formal English would often have a nominative complement, 
informal an accusative 

Informal I always wanted to be him. 

Formal I always wanted to be he 

(Compare *Participlcs 3, 4, *Gerund ) 

5. Split infinitive. See *Spht infinitive. 

(Reffrences Curme, Syntax, ch 23, jespersen, ch 32 ) 

Inflection Inflection is the change of form by which some words 
indicate certain grammatical relationships, as the plural of nouns 
or the past tense of verbs. For English inflections see *Case, and 
the articles referred to there; ^Plurals, ^Pronouns; *Verbs; *Com- 
parison of adjectives and adverbs. 

(References Curme, Parts of Speech, Kennedy, ch 11 ) 

Informal English Correction: The word or passage marked is too 
informal for the subject or for the style of the rest of the paper. 
Revise, making it more formal. 
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interest^ inferestedy and their opposites 


Informal English is the typical language of an educated pei^n 
going about his everyday affairs It shows more effect of educa- 
tion and social standing than vulgate, but not so much of the more 
precise usage of formal English. It is appropriate to all the needs 
of communication except some discussions of ideas and of some 
elevated subjects intended for a rather restricted audience or for 
occasions in which a formal style is expected. 

(For discussion and examples, see ch 2, “Informal English,’’ p 39 ) 

inquiry Pronunciation divided in kwTr'i, in^kwa ri 

inside (of) Inside, usually with the doubling of the preposition to 
inside of, is colloquially used in expressions of time . 

The snow will all be gone tnstde of a wee\ 

Informal, without distinctly colloquial flavor: 

The snow will be gone in a wee\ 

The more formal idiom is within 

The snow will be gone wtthin a wee\ 

inst.r ult. Abbreviations such as inst (of the current month: 
“Yours of the 18th inst duly rec’d and contents noted'’) and ult. 
(of last month) are not now used by businessmen who pay atten- 
tion to their correspondence See ^Business English. 

institutions of higher learning is a clumsy phrase, and more ab- 
stract than colleges and universities It would be convenient if we 
had one word for the notion, or a group word as economical even 
as secondary schools for “high and preparatory schools ” Either 
colleges or universities is often used to apply to both 

Intensive pronouns See ^Pronouns § 4 (Reflexive pronouns), and 
^himself, herself, *myself ) 

Intensives Adverbs like very, too, much, and some constructions, 
like the superlative of adjectives and adverbs, are used to emphasi/e 
meaning (See Chapter 10, “Intensives,” page 288, for discussion, and 
*very, ^Comparison of adjectives and adverbs § 5^ *himself, ^myself ) 
(References Fries, pp 200-206, Curme, Parts of Speech^ pp 48-50 ) 

interest, interested, and their opposites The adjective interested 
has two opposites uninterested, which is merely its negative, and 
disinterested, which means “not motivated by personal interest, im- 
partial,” though informally the latter is sometimes used in the sense 
of uninterested. 
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Interjections 

The students were uninterested in the conflict between science and religion 
Osborne was wholly disinterested when he suggested an increase in salary 
for all county oflficials 

The noun interest has no antonym made from itself {disinterest 
not being a word in general use) It is necessary to resort to specific 
words like boredom or phrases like lac\ of interest 

Interjections See ^Exclamations 

Interrogation point See ^Question mark 
Interrogative pronouns See ^Pronouns §3 
Interrogative sentence See ^Questions 

Interrupted sentence movement See Chapter 10, “Interrupted 
movement,” page 279 

into, in to See *in — into — in to. 

intramural No hyphen It means “within the walls,” specifically 
college activities carried on by groups of the same college; the 
opposite of intercollegiate. 

Intransitive verbs See ^Transitive and intransitive verbs 

Introductions See Chapter 7, “Beginning paragraphs,” page 195, 
and ^Outline form § 2). 

Introductory words For handling words like namely^ that is, for 
example, see ^namely and other introductory words 

Inversion Placing the verb before its subject— the first 
clap of thunder, and we all struck out for the house ” There is a 
sort of compromise inversion with the auxiliary before the subject, 
the infinitive or participle after it, which is used grammatically in 
questions {Is he coming Will she go^^ Did he like it?). (See 
Chapter 10, “Inverted movement,” page 279 ) 

Invitations See ^Social correspondence 

invite is ordinarily a verb Its use as a noun (in'vlt) is colloquial or 
would-be humorous “Did you get an invite?” 

Irony Irony is implying something markedly different, sometimes 
even the opposite, from what is actually said (See Chapter 12,. 
“Degree of statement,” page 352.) 

irregardless A typical colloquial intensification of meaning (nega*^ 
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Ifs me 


tive prefix tr- [m-] and negative suffix 4€ss ) ; not used ih reputable 
writing. 

Irregular verbs See Chapter 4, ‘‘Verbs,” page 100, and ^Principal 
parts of verbs. 

-ise See *-ize, -ise. 

isolate Pronunciation divided i'so Lit. is's Lit, with the first more 
common; also i's3 la'shsn, is^a la'shsn 

it is the neuter third person singular pronoun, used to refer to an 
object, a situation, or an idea //is also used to refer to a baby or 
an animal whose sex is unknown or unimportant for the statement 
(The dog wagged its tail) It is used further in certain impersonal 
statements about the weather, events in general (impersonal //) 

It rained all night It*s the way things go 

It is also used to refer to the idea of a preceding statement 

We changed two tires in record time It is not easy to do on a dark 
and rainy night 

In general, sentences beginning “It is ” or “It was . 
(anticipatory subject) are wordy and weakening, since they have 
put a colorless locution in the emphatic beginning of the sentence 

[It was] then [that] his wife had taken to going with other men 
(See *there is, there ire, *its, *it’s, *it’s me ) 

Italics In manuscript, both longhand and typewritten, italics are 
shown by underlining Specific uses of italics are listed in ^Un- 
derlinmg (See also Chapter 5, “Underlining for italics,” page 150, 
^Foreign words in English, ^Titles of articles, books, etc , *Type.) 

its The possessive pronoun does not have an apostrophe. 

The dog wagged its tail A car is judged by //r performance. 

But we were deceived about its real value 

Associate its with his and hers, 

It's The contraction of it ts or it has 

Us going to rain Us rained for over a week now 

It's me The argument over “It’s me” is a case of theory vs. practice. 
The theory is that after the verb be the nominative form should 
always be used, but this theory is consistently contradicted by the 
actual usage of good speakers. 
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■ize^ "ise 


We tend to use the nominative form of a pronoun when it is the 
sub|ect and stands before a verb and to use the accusative in most 
other positions, especially when it comes after the verb— “object 
territory,” as Professor Fries calls it. (Compare ’’^who, whom.) 

All the large grammars of English regard //V me sls acceptable col- 
loquial usage — and since the expression is not likely to occur except 
in speech, that gives it full standing. Fowler approves it, and one 
of the “judges” in Current English Usage (p. 108) wrote: 

/ sounds quite mad in certain cases, eg, pointing to a photo “Which 
IS I “Oh, I see, that’s TMI! Absolutely non-English, hang all the 
grammarians on earth 

Us and him after be are less common, but usage is divided 
Current English Usage found “If it had been uSy we would admit 
It” uncertainly established and “I’ll swear that was him'' and “I 
suppose that’s him" disputable Very often speakers who try to be 
correct resort to some circumlocution, saying instead of “It was she 
(or her)" “That’s who it was” 

The upshot of the discussion is that in their natuial settings “It’s 
me,” “It was him all right,” “Something was wrong — was it him 
or the crowd'’” are appropriate 

(REFERENcts Marckwardt and Walcou, pp 77-8, Wallace Rice, “Who’s there? 
Me,” American Speech, 1933, No 3, 58-63, Robertson, pp 492-503, Fries, p 91 
St E *Case ) 

-ize, -ise English has many verbs ending in the sound of I/, some 
of which are spelled -tse and some Aze, and on many usage is divided. 
American usage, differing somewhat from British, prefers -tze, as in 
the following common verbs of this class 

anesthetize dramatize revolutionize 

apologize memorize sensitize 

characterize realize standardize 

In the following -tse is the usual spelling 

advise despise exercise 

arise devise revise 

chastise disguise supervise 

Both Aze and -tse are commonly found in, 

advertise — advertize analyze — analyse 

baptize — ^baptise criticize — criucise 

In general, follow American usage, and when that is divided, use 
whichever you are accustomed to. 
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sympathize 

visualize 


surmise 

surprise 



Jones— plural and possessive forms 


Some readers object to recent extension of the verbs in -tzCy such 
as concerttze^ ptcturize^ but there seems little reason for the objec- 
uon except when one duplicates in meaning a verb already m 
common use. 


IS a common spelling for the “soft g” sound at the beginning 
of syllables /^zm, 'jet^ pbe^ 'journey^ 'jury At the end of syllables the 
sound IS variously spelled, often by -dge edge (ej), judge (juj) 
Some foreign sounds of ; are kept in particular words Latin (y), 
Hallelujah, French (zh), btjou (be'zhoo), jabot (zhabd'); Spanish 
marijuana (ma'ri hwa'ns). 

Jargon 1. Applied to style. Sir Arthur Quiller-Couch popularized 
jargon as the name for verbal fuzziness of various sorts — wordiness, 
abstract for concrete words, big words, and the use of words that 
add nothing to the meaning of a statement (See Chapter 10, 
''Deadwood,” page 284, Chapter 12, “Words that weaken,'' page 333, 
and “Abstract and Concrete Words,” page 341 ) 

(Reierence Sir Arthur QuiUer-Couch On the Art of Writing (New York, 1916), 

pp 100-126) 

2. Linguistic sense. Jargon is a word used among linguists to 
mean a dialect composed of the mixture of two or more languages 
Jargons involving English are used by non-English-speaking peoples 
in doing business with the English The best known of these are the 
Chinook jargon of the Pacific Northwest, Beach-la-Mar (or Beche- 
de-mer) of the Pacific islands, and the Chinese-English jargon, 
pidgin-English. 

(Reference!) Kennedy $ 17, Otto jespersen, Language (New York, 1922), pp 
216-36, and the sources referred to m these references ) 

job Informal and colloquial for the formal position He got a job 
at an oil refinery. The word position has more dignity and is 
usually thought of as better paid. Job is familiar for something 
made, such as an automobile or refrigerator (“a nice little job 
there”). 

Jones— plural and possessive forms The plural of Jones and of 
most nouns ending in an ^ or 2 : sound is formed by adding -es, 
pronounced as a separate syllable: Joneses (j5n'z9z), consciences 
(kon'shon soz), Jameses. When two syllables ending m an ^ or 
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JournalisfiCy journalese 

z sound are in the root word, usage is divided the seems 

more euphonious than the Moseses, 

In the possessive, usage is divided We may say and writ3e Dr, 
Jones' (jonz) office or Dr, Jones's (jon'zsz) office. Probably the 
first form is the more common Also For goodness' sake, Charles* 
collection, though Charles's (charl'zsz) is equally reputable 

The possessive plural is pronounced the same as the plural and 
IS written by adding ( ’ ) to the plural form . Joneses'^ Moses' or 
Moseses', 

Journalistic, journalese See ^Newspaper English 
judgment—judgement Judgment is the preferred spelling. 


1 / 

I x The ^ sound is spelled c in many words {call^ actual, cute), 
cl{ (bac/{, tracks, and also with other letters, as in queen, chord, 
cheque K before n is silent in a number of Germanic words 
{\nave, \neel, \ntje) 

Business changes many words spelled with c \.o \ {Kwik^ 
Kleaners), either to make the alliteration more obvious or to make a 
trademark (See Louise Pound, “The Kraze for ‘K,’ ” American 
Speech, 1925, 1 43-44 ) 

K is used by many teachers as the theme correction symbol for 
awkward Correction: The expression marked is awkward. Re- 
vise to make it read more smoothly. 

Keyword A word modified, especially a noun modified by an 
ad|ective 

kid Kid is colloquial and familiar for child, youngster 

kind, sort Kind and sort are both singular nouns in form: 

This kind of person is a menace at any party 

This sort of thing shouldn't be allowed 

But l{tnd and sort are so closely associated with the noun they 
stand before that they seem like adjectives, and colloquially the 
demonstrative adjectives used with them usually agree with the 
principal noun of the construction. 

Those sort of ideas in his head and that sort of life with his wife . . . 

— A S M Hutchinson, If Wtntei Comes, p 324 
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kind of [a], sort of [a] 


You next reach the conclusion that, as these kind of marks have not been 
left by any other animal than man — T H Huxley, “The Method 
of Scientific Investigation” 

The Oxford English Dictionary has examples of these \ind of 
and these sort of from the fourteenth century to the present, many 
of them from the “best authors ” Fries found the plural regularly 
used with ]{ind and sort by his Group I (Standard English) writers 
(p. 58). Only the vigilance of editorial copy readers keeps the con- 
struction from being as general in writing as in speech. (Jespersen, 
Essentials of English Grammar^ page 202, even suggests that }{ind 
and sort be regarded as unchanged plurals and therefore correct ) 
But the construction still has only colloquial and vulgate standing 
(Reference Curmc, pp 544-46 ) 

kind of, sort of Colloquially \tnd of and sort of are used as ad- 
verbs, equivalent to rather or somewhat in more formal usage 

I feel kind of logy today It was sort of dull, but he said a lot. 

In formal and informal English these would be 

I was rather [somewhat, a little, very, pretty] tired 

It was pretty [very, rather] dull, but he said a good deal 

kind of [a], sort of [a] Strictly you have a \ind or sort of a class 
of objects, not of one object a }{ind of story, not a \ind of a story 
But in informal English kind of a and sort of a are very common, 
and they are fairly common among respected writers . 

I want to find someone oa the earth so intelligent that he welcomes 
opinions which he condemns — I want to be this kind of a man and I want to 
have known this kind of a man — John Jay Chapman, Letters, p 124 

And now, Catchuman arriving to inquire where he was likely to find a 
local lawyer of real ability who could be trusted to erect some sort of a de- 
fense for Clyde — Theodore Dreiser, An American Tragedy, 2 182 

Now, suppose the battle of Salamis had been fought, not in the full light of 
Greek history, but in the misty dawn of the Epos, what sort of a story should 
we have had? — Gilbert Murray, The Rise of the Gree\ Epic, p 200 

These two sentences from the same short story show the two idioms 
m differing degrees of formality, in different tempos: 

... he had never once brought her a comical, stuffed animal or any 
sort of an object with a picture of a Scottie on it 

Bob McEwen wasn’t the sort of man to do a sentimental thing like that 
unless he meant it — Sally Benson, People Are Pascinating, pp. 30, 31 

In formal writing hind of a and sort of a should be avoided. 
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L 

IS a “liquid” consonant that varies considerably in the speech 
of individuals and groups and with its position in a word landy 
leafy almosty stlly, fill L is silent in a few common words almond 
(usually), /o/^, haljy salmouy tal\y wal\y wouldy yol\ It is often 
not sounded in other words as in golf course (gof'kors'). 

In many syllables no specific vowel is sounded before an /, and 
the pronunciation can be indicated by “syllabic /” . marble 

(mar'bl), ttc\le (tik'D 

Labeling material It should usually be unnecessary to label a state- 
ment as tnteresungy amusing^ or important y or to point out a joke 
or a dig by (?) or (f). A good storyteller doesn’t need to begin 
“You’ll laugh at this,” and a good writer can usually show that 
what he is saying is interesting or important without labeling it. 
Instead of beginning “Let me relate an amusing incident,” just tell 
It well and the reader will see that it is amusing 

Labeling an emotion that is clearly suggested in a narrative 
weakens the effect 

“What was it, conductor, did we blow a fuse^ ’ 

“No,’* he said, “we just killed three people back at a crossing ” 

[The label ] The effect of this sentence was electrifying ‘We just killed 
three people ’’ Maybe they were college boys going home for Christmas 

lady See *man, woman 

laissez faire The spelling is still French, and the pronunciation 
(les'a far') still near French, but it is not italicized except in con- 
spicuously formal writing 

Language study See Chapter 2, Varieties of English, page 33, and 
^Linguistics 

last See ^former — first, latter — last 

last (at long last) An archaic idiom recently revived. It is slightly 
more emphatic than at laUy at least when it is spoken, but usually 
the phrase has a British or formal connotation, as m this 

An economic power born of the travail of men at long last asserts its title 
to political dominance — Harold J Laski, The Rise of Liberalism, p 268 

last, latest In formal usage last refers to the final item of a series; 
latesty to the most recent in time of a series which may or may not 
be continued 
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Latin and English 


His latest (we hope it won’t be his last) biography is of Peter dooper 

This distinction is not strictly kept, so that both words are used as 
superlatives of late, 

Latin and English 1. Latin words. Many Latin words came into 
English in early periods of the language, either direct or through 
French, and cannot now be told from other English words patience^ 
candle^ receive . . (See ^English language) Most borrowings 
from Latin are subject to the same process of anglicizing as other 
^foreign words in English, and in general they are pronounced like 
English words — agenda (sjen'da), erratum (i ra'tam or ira'tam) — 
instead of according to the system of sounds now taught in Latin 
classes. 

Since no people now speaks Latin, new borrowings come in 
through written rather than spoken use and belong to the formal 
dialects, used chiefly in science, law, religion, medicine, and aca- 
demic work Since practically all college work was carried on m 
Latin — by both teachers and students — until about 1750, and a good 
deal of It later than that, considerable Latin is preserved in college 
use Many diplomas are in Latin, and at some institutions the 
commencement formulas are in Latin At a more routine level, 
several Latin words and abbreviations are used in the footnotes 
of academic research (ihtd ^ pa^sim^ supra, infra, ioc cit,), though 
there is a definite tendency to use English words for many of these 

Prefixes of Latin origin {ante-, ex-, in-, pre-, re-, ^ub-) and other 
compounding elements, such as uni- {unilateral), hi- {biweeXly), are 
active in forming new English words At present scientific words 
are being formed more from Greek than from Latin elements 

2. Latin forms. English continues to use the Latin forms for 
some words that are used principally in the formal dialects 
{alumnus — alumna, bacillus — bacilli), but those commonly used 
have either English plurals or both (formula, formulas or formulae, 
focus, focuses or foci, stadium, stadiums or stadia), 

(See *PluraIs $ 4, *dara ) 

3. Latin and English grammar. The first and a number of other 
English grammars were composed by men thoroughly familiar with 
Latin, who believed that English was or at any rate should be a lan- 
guage like Latin. As a result, English, which was a Germanic lan- 
guage in structure, was described in terms of Latin grammar, and 
rules were devised for making the language fit the picture. This may 
be one reason for the old taboo of the *spht infinitive (which would 
be impossible in Latin because the infinitive is one word, as in 
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latter^ later 


laborare^ where English has to worJ() and of putting a preposition 
at the end of a sentence (^Prepositions §3d), which is impossible 
in Latin but is a characteristic English idiom. 

Only recently has English grammar been based squarely on a 
study of the English language and freed from the categories and 
some of the rules of Latin grammar 

latter, later Latter (lat'ar) and later (la'tar) are often carelessly 
confused in spelling The habit of reading your copy aloud to 
yourself should catch this type of error (See ^former — first, latter — 
last ) 

lay— lie In spoken English the work of these two verbs is generally 
done by one {lay^ lay or latd^ laid) In writing they are kept distinct: 

he (“to recline,” intransitive), lay, lam 

lay (“to place,” transiuve), laid, laid 

You lie down for a rest ovdte down on the )ob, a farm lies in a 
valley. You lay a floor, lay a book on the table, lay a bet, lay out 
clothes. Yesterday you lay down to rest (colloquially often latd)y 
you laid a book on the table Egg laying is lay, laid, laid 

-le words A large and interesting group of English verbs ends in 
4e — fiddle, meddle, tickle, waddle, whistle, whittle — in 

which the ending usually suggests an action continued or habitually 
repeated 

Ldhel (verb and noun), mante/ (the shelf), mode/, and nicke/ 
give some spelling trouble because they are exceptions to the usual 
English spelling of this final syllable. 

lead, led Lead and led show the contusion that English suffers 
because of representing ' one sound by different symbols Lead 
(led), the present tense of the verb, gives no trouble, but led, the 
past tense, is often incorrectly spelled with ea by analogy with read 
(red), read (red) 

Please lead the horse away 

The culprit was led into the office 

Leaders Leaders, or “period leaders,” are a line of spaced periods 
used to guide the reader’s eye acioss a page. They are often used in 
statistical tables and the table of contents of a book 

Page 

1. Laying the groundwork 1 

a. Defining the problem 2 

b Constructing the preliminary outline . . 3 
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Legal language 

In typed copy, hyphens are often used instead of periods. 

learn— teach Vulgate English often uses learn in the sense of teach 
(He learned me how to tie six kinds of knots). Educated usage 
keeps the distinction 

He taught me how to tic six kinds of knots 

I learned how to tie knots from him 

leave See *let (leave) 

•ledge, -lege Two common words are spelled with the ending 
-ledge 

acknowledge (acknowledging, acknowledgment) knowledge 

Words spelled with -lege should not be confused with them: 

allege (alleged, alleging) college sacrilege (sacrilegious) 

Legal language Most legal matters are carried on in a jargon 
bristling with long series of synonyms (“do hereby give, grant, bar- 
gain, sell and convey”), archaic or foreign (French, Latin) words for 
everyday things and situations, abbreviations and stereotyped phrases 
that puzzle laymen and sometimes lawyers themselves The need 
for precision and of certain technical words is of course great, but 
the reason for much of the jargon is unconsidered tradition Per- 
haps this jargon must be tolerated m legal business, but lawyers and 
others who have much to do with law should realize that it is a 
trade jargon (shoptalk) When they are off duty they should try 
to speak and write appropriately to nonprofessional situations 

There are many lawyers and judges whose speeches, briefs, and 
decisions are written with distinction and with only as many 
technical terms as the subject demands The style is properly 
formal, the allusions must be to cases that give precedents, but 
room may be found for allusion also to general experience, without 
any loss of exactness 

A brief dissenting opinion of Mr Justice Holmes illustrates a 
compact but readable judicial style A majority of the Supreme 
Court had decided that the State of Ohio could tax a membership 
m the New York Stock Exchange owned by a resident of Ohio, on 
the ground that it was personal property, not like real estate, which 
would be taxed by the state in which it lay 

The question whether a seat in the New York Stock Exchange is taxable 
in Ohio consistently with the principles established by this Court seems to 
me more difficult than it does to my brethren All rights are intangible 
personal relations between the subject and the object of them created by 
law But it IS established that it is not enough that the subject, the owner 
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leisure 


of the right, IS within the power of the taxing State He cannot be taxed 
for land situated elsewhere, and the same is true of personal property 
permanently out of the jurisdiction It does not matter, I take it, whether the 
interest is legal or equitable, or what the machinery by which it is reached, 
but the question is whether the object of the right is so local in its founda- 
tion and prime meaning that it should stand like an interest in land If left 
to myself I should have thought that the foundation and substance of the 
plaintiff’s right was the right of himself and his associates personally to 
enter the New York Stock Exchange building and to do business there I 
should have thought that all the rest was incidental to that and that that 
on its face was localized m New York If so, it does not matter whether 
It IS real or personal property or that it adds to the owner’s credit and 
facilities in Ohio The same would be true of a great estate in New York 
land — Representative Opinions of Mr Justice Holmes^ edited by Alfred 
Lief, pp 265-66 

(Reference Benjamin N Cardozo, “Law and Literature” (pp 3-40 in the volume 
of the same title— -New York, 1931), h A Philhrick, Language and the Imw (New 
York, 1949) 

leisure Usual American pronunciation, le'zhsr, sometimes lezh'sr. 

less, fewer Fewer refers only to number and things that are 
counted 

Fewer cars were on the road There were fewer than sixty present 

In formal usage less refers only to amount or quantity and things 
measured 

There was a good deal less tardiness in the second term [amount | 

There was even less hay than the summer before 

Fewer seems to be declining in use and less commonly takes 
Its place 

Less hands were required for this work — Ki*nn>th Burkf, Attitudes 

Toward History, p 175 

but polled only a sliver of additional votes and won three less 
seats — Foreign Policy Association Bulletin, Mar 3, 1950, p 2 

less, lesser Both are used as comparatives (of little) ^ less more 
usually referring to size, or quantity (less time, less food), lesser a 
formal word, referring to value or importance (a lesser writer). 

let (leave) A common vulgate and local idiom is the use of leave 
where formal and informal English use let. Both idioms are shown 
in this sentence by a student who was obviously making a transi- 
tion between the two levels: 

In high school I was cured of the practice of leaving [local] notebooks go, 
but I fell into the habit of letting [general] homework slide 

College people should use let — let it go, let it he where it ts 
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Letters 


let's Contraction of let us. Needs an apostrophe. 

Letters 

!• General observations on correspondence. 2. Personal letters. 
3. Business letters. 

1. General observations on correspondence, (a) Materials The 
stationery stores are full of novelties, which may appeal to one’s 
taste, but the standard sizes and styles of paper are never outmoded 
and are usually cheaper and of better quality 

Note paper — A four-page sheet to be folded once across the 
middle for the envelope. 

Club paper — A sheet about 7*4 by 11 inches, with two folds fit- 
ting an envelope 3^ by 7^. 

Business letter paper — 8 V 2 by 11 inches, to be folded twice across 
for a long envelope or folded across the middle and then twice more 
for the ordinary envelope about six inches long 

A fairly good quality of stationery is worth its cost in the good 
impression it helps make on the reader. 

Typewritten copy is of course the norm in business correspond- 
ence. In personal letters there is some (|uestion, though in the 
United States so many people do their own typing that among 
acquaintances typewritten copy is quite good form — and usually 
welcome In the earlier stages of a friendship longhand is perhaps 
preferable, and it should almost always be used for invitations and 
acknowledgments and in any letters conveying unusual sentiment 
or feeling. (See *Type written copy ) 

b) Styles The pages should appeal to the leader’s eye This 
means leaving good margins, centering the body of the letter on the 
page so that the whole may present a neatly balanced and piopor- 
tioned appearance, spacing the parts of the letter so that they are 
distinct but still form a unit, and so on 1 he paragraphs are usually 
short, three or four sentences, or less, and spaced distinctly 

Ingenuity can usually find a way of subduing even long ad- 
dresses that must sometimes be used in headings Find an arrange- 
ment of the lines that looks well in your typing or longhand. 

Style in indenting and in punctuation at the end of display lines 
is divided In typed letters a straight lining at the left of the heading 
and inside address is more usual now than a hanging ^indention 

Straight form — More common Indented fotm — Less common 

Graham, Sutton and Company Graham, Sutton and Company 

1007 E Newgate Street 1007 E Newgate Street 

Chicago 3, Illinois Chicago 3, Illinois 

In longhand letters the indented form is more common. 
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The form used for the address on the envelope should be con- 
sistent with that used for the heading and the address on the first 
page of the letter, that is, either the straight or the indented form 
should be used throughout. Punctuation marks are not now used 
at the ends of the lines of address or heading 

Old-fashtoned style Cunent style 

Graham, Sutton and Company, Graham, Sutton and Company 

1007 E Newgate Street, 1007 E Newgate Street 

Chicago 3, Illinois Chicago 3, Illinois 

c) Envelopes The first requirements of the address on the enve- 
lope are completeness and clearness, for the sake of the post office. 
“Address your mail to street and number,” and in cities include the 
postal zone. 

2. Personal letters, (a) Form The form of personal letters 
varies with the intimacy between the writer and recipient. No 
heading except the date is needed between regular correspondents, 
but the writer’s address in the heading is often a convenience and a 
necessity in letters to occasional correspondents. They may not 
keep address books and aren’t likely to remember exact addresses. 

The salutation varies 

Dear Bob, Dear Miss Breckenndge, 

Dear Miss Breckenndge (The colon is more formal ) 

Formal My dear Miss Breckenndge 

Formal personal letters, especially between professional men who 
are not intimate, may have the salutation “Dear Sir ” and the 
recipient’s name at the bottom, flush with the left margin 

The complimentary close ranges from “Yours” or any other ex- 
pression of sentiment to “Yours sincerely,” “Cordially yours,” “Yours 
very truly,” between people little acquainted When there is any 
doubt, rely on one of the regular formulas for the close, “Yours 
truly,” “Yours very truly ” Sentence conclusions (“Assuring you of 
our continued interest, I beg to remain. Yours very truly”) are now 
out of fashion. 

b) Tone and style. It would be useless to la> down rules to 
govern letters to relatives and friends They should represent your 
own sense of what the reader will like and what will sound like 
yourself. They are like conversation, and the style will ordinarily 
be ^familiar or whatever you would use when face to face with the 
recipient But, as in so much conversation, we often sink to our 
laziest in letters to the people we write the oftenest It is worth 
while occasionally to read over a letter to see if we would enjoy 
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receiving it, to see if we have told enough to make the incidents 
interesting, to see if we have written with reasonable care, if we 
are paying our readers the courtesy they deserve in neatness and ap- 
propriate expression. Revising an occasional letter will perhaps 
raise the average of them all 

It IS conventional to say that the art of letter writing is dead. 
Perhaps not so many Contributor’s Club essays are sent through 
the mail as formerly, but an occasional letter we receive and an 
occasional published volume show that letter writers can still de- 
scribe events racily, can still hit off the people they meet in apt 
characterizations, and can occasionally discuss ideas with some 
insight and gusto These letters are a challenge to us when we have 
material that deserves special attention 

(For formal invitations and so on, see ^Social correspondence ) 
3. Business letters. Since business letters usually pass between 
people who are not acquainted or who at least are not writing for 
reasons of friendship at the moment, certain matters of form are 
important in handling routine information 

The writer’s complete address is necessary, either in a printed 
letterhead or in a written heading, to serve as an address for the 
reply An inside address is conventional (and useful when the letter 
IS dictated or when several are being written at the same time or 
when It IS to be filed) In addressing a firm, Messrs is not often 
used in the United States The salutations are 

Dear Sir Gentlemen Dear Sirs 

Dear Madam Ladies (Formal or showy, Mesdames ) 

When a letter is intended for a particular member of a firm, this 
form IS sometimes used 

Graham, Sutton and Company 
1007 E Newgate Street 
Chicago 3, Illinois 

Gentlemen Attention Mr Stephen Lange 

A less formal and more direct form of address is perhaps more 
commonly used: 

Mr Stephen Lange 
Graham, Sutton and Company 
1007 E Newgate Street 
Chicago 3, Illinois 

Dear Mr Lange 

When a man’s position is made part of the inside address, 
arrange it so that no one line becomes conspicuously longer than 
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the others In general the title should be joined to the individual’s 
rather than to the firm’s name 

Ml Leonard T Hosic 
Personnel Director 
Allen, Swift and Company 
4826 Commercial Street 
Allentown, Ohio 

The body of a business letter should be clear, direct, and as brief 
as IS consistent with clearness A separate paragraph is used for each 
item or for each subdivision of the message. The tone may be curt 


TAYLOR BOOKSHOP 

80 WINCHESTER STREET 
NEW YORK CITY 


June 16, 1950 

Mr James T Foster 
2645 Grantham Terrace 
Kew Gardens, L I , N V 

Dear Mr Foster 

Several weeks ago you asked us to let you 
know when the new Fischer edition of Shake- 
speare would be on sale It is obtainable 
now, and wo think you will like it very 
much The volumes are three by four inches 
in size, bound in red and gold 

There are 25 .books in the complete set, which 
costs ^15 75, but separate volumes may be 
bought for 650 each We are enclosing a 
list of the works included in the Fischer 
edition 

If you wish to place an order we shall be 
glad to take care of it for you 

Yours truly, 

Elizabeth Reagan 


FORM FOR BUSINESS LETTER 
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m routine matters — amateurs are apt to indulge in unnecessary ex- 
planation — or It may be full and persuasive In all letters, especially 
those asking questions or outlining plans, all relevant information 
should be given 

The desire for brevity should not lead to a telegraphic style or 
shortcuts in expression The old tags like “Yours received and con- 
tents noted,” “In reply to your favor of the 12th inst.,” and “Would 
say” have disappeared from the correspondence of careful busi- 
ness houses. 

The best way to become informed on business letters is to study 
the practice of reputable companies If you are specially interested 
in business correspondence, start a collection of the best examples 
that come your way 

The close of a business letter is 

Yours truly, Yours very truly, Very truly yours, 

or some such formula Only the first word is capitalized and the 
phrase is followed by a comma (though some writers are dropping 
the comma, since it is as unnecessary as those once standing after 
the display lines) 

Although in formal correspondence a woman does not use Mrs, 
or Mtss with her name in a signature, in informal and business cor- 
respondence It is frequently used 

(Mrs ) Dorothy T Olson Dorothy T Olson (Miss) Dorothy T Olson 
(Mrs Henry A Olson) 

See ^Business English Recent manuals of business writing will 
give further details of form and suggestions for content 

Levels of usage Usage varies according to the education and social 
class of the writer and reader, speaker and listener, and according 
to the usual circumstances in which particular words and con- 
structions are found This is one of the fundamental facts of lan- 
guage, and one that causes many problems m speaking and writing. 
This Guide-Index distinguishes three mam levels, Formal, Informal, 
and Vulgate English, and various subdivisions of these It is nec- 
essary to understand the distinctions between them to be able to 
apply the specific suggestions made in the various articles They are 
described in full in Chapter 2, “Variations due to use,” page 37. See 
especially the table of levels on pages 40-41 

lever Both lev'oi and le'vor are in good use. 

liable See "^likely — apt — liable. 
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Library work See Chapter 13, The Reference Paper, page 363 

lie See *lay — he. 

lighted— lit Both forms are in good use as the past tense and past 
participle of light. Lighted is probably more common as the ad- 
jective and past participle: 

a lighted lamp He had lighted a fire. 

Lit IS perhaps more common as the past tense: 

He lit a cigaret [or] He lighted a cigaret 

lightning, lightening The flash is lightning, making lighter (a 
load) is lightening, 

like— as 1. In written English as and as if are used to introduce 
clauses of comparison 

People try to get to college as they used to try to get to heaven 

Habit grips a person as an octopus does 

He dives so that it looks as if he would land flat, but he enters the water 
perfectly 

2« In colloquial English lil{e is often used in clauses of compari- 
son. Ltl{e is less common in the East than in the West and South 
(where it is standard in formal as well as informal usage), but it is 
used more or less throughout the United States and in England also 

He dives so it looks like he would land flat 

“I get around the country a good bit, gentlemen, and I can tell you as a 
fact that he’s slipping Like you just said, people are waking up to the fact 
that somebody’s got to pay for all ihis spending” — Gluyas Wilitams, 
“Raconteurs,” The New*Yor\ir^ Get 8, 1938 

He treated her like a child, joking with her like she was a two year old 
(Report of oral testimony in court) 

In all regions and in all dialects lihe is used as a preposition intro- 
ducing a comparison: 

Habit grips a person like an octopus 

She took to selling like a duck to water 

That description fits him like a glove 

3. In the last few years the use of like as a conjunction has greatly 
increased. The vogue of fiction, in which it often stands appropri- 
ately in the conversation and sometimes in the informal prose sur- 
rounding the conversation, and the popular radio programs in 
colloquial or local English are doubtless in part responsible for 
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this increased currency. In fact, if editors and publishers did not 
enforce the use of as instead of according to the rules in their 
stylebooks, it is possible that Itf^e would become the dominant form, 
and it increasingly appears in print: 

Eleanor was alone like in her dreams — John Dos Passos, The 42nd 
Parallel j p 217 

You used to go in there and find Henry not at the middle of his desk, 
but sitting at one end, nervously, like he was afraid of the job — Cal 
Tinney, The Philadelphia Record^ Nov 17, 1938 

Ihis use of ltl{e in public address is quite common. One of our 
most fastidious radio announcers said: 

You can play Information Please in your home just like the experts do 
here in the studio 

Historically both forms are good, since both are parts of the older 
like as (“Like as a father pitieth his children . .*') The speakers 
of some regions have taken as^ of others ltl{e Like is preferable 
from the standpoint of meaning, because as has several different 
meanings and several functions in the language and so is relatively 
weak. Like is more exact and more emphatic in a comparison than 
as can be. 

At the present time so many people object to like as a conjunc- 
tion that It should be used with caution and probably not used m 
formal writing. But it is obviously on its way to becoming gen- 
erally accepted and is a good instance of change in usage, one that 
we can observe as it takes place. 

(References Curme, Syntax j pp» 281-82, Poolcy, pp 153-55 ) 

likely— apt— liable The principal meanings of these words arc: 

ltJ{ely expected, probably 

liable possible (of an unpleasant event) , responsible (as for damages) 
apt tending toward, naturally fit 

Likely IS the most commonly needed of the three, and colloquially 
both apt and (in some localities) liable are used m the ordinary 
sense of likely 

It’s likely [or, apt, or, locally, liable] to rain when the wind is southwest. 

line IS business English (What’s your line? — a line of goods) or 
slang (He handed her a line). As a ^counter word it is usually 
dead wood and could better be left out* 

My own experience along business lines [that is, tn business'] has been 
slight. 
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Another book along the same lines as Microbe Hunters [similar to Microbe 
Hunters^ but with a fine story, is Arrowsmith 

Linguistics 1. The science of linguistics. The science dealing with 
language is called linguistics (sometimes philology^ its older name) 
and a scientific student of language is a linguist or philologist 
Linguistics is a complex science, with numerous subdivisions, each 
with Its technique for observing and considering its material, its 
hypotheses, laws, and theories, and even forecasts of future trends 
The principal subdivisions of linguistics are 

a) Phonetics and Phonemics, the study of sounds, how they are 
made by the vocal organs and how they are manipulated in various 
languages, types of pronunciation, and sound changes (See 
^Pronunciation ) 

b) Morphology, the forms of words, especially their inflections, 
as in the conjugations of verbs, declensions of nouns and pronouns, 
comparison of adjectives and adverbs These forms are discussed 
under the heads of the various parts of speech * Adjectives, types 
and forms, *Nouns § 2, * Verbs, and in other articles like * Accusa- 
tive case, ^Plurals, ^Subjunctives. 

c) Etymology, the derivation of words and the steps by which 
they have moved from their early to their current forms See 
'‘^Origin of words 

d) Semantics (or semasiology), the meanings of words and the 
ways in which these meanings change See Chapter 11, The Mean- 
ing of Words, page 303 

e) Syntax is the study of the use of words in phrases, clauses, sen- 
tences (See Chapter 4, Problems in English grammar, ^Grammar, 
^Idiom and idioms, ^Phrases, ^Clauses, and many particular entries ) 

f) Philosophical grammar (or linguistic theory), general laws 
of language and speculations on its possible origins, functions, under- 
lying tendencies 

There are various applications of these sciences, such as lexi- 
cography, the art of dictionary making, and orthography, the study 
of spelling. 

The various types of Grammar (a general term for a selection of 
linguistic facts) are described under that head. 

Since language is an activity of people, a phase of conduct, lin- 
guists cannot work entirely by themselves but are helped by other 
scientists, especially psychologists, anthropologists, and sociologists, 
and in turn give materials to them. And on the other hand, the 
study of language runs into artistic considerations, contributing to 
literary criticism and the art of composition, where language is not 
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only described but its effectiveness must be considered, and taste and 
judgment count as well as scientific principles 

The outstanding trait of a linguist’s approach to language is de- 
tachment — contrasting with the emotion often shown by non- 
professional users in defending or disapproving matters of speech 
A linguist accepts “He ain’t got none,” “You’re all wet” as facts 
of language — as well as words like hemolysis and sternutation. 
This does not mean that he uses all of these locutions himself or 
recommends them to others, but he notices that certain people use 
them and he observes and defines their place in the language. 

2. Recording examples of usage. If we are going to study our 
language in college, we should study it scientifically as far as that is 
possible and so put our effort on a par with other college subjects. 
This means that first we should observe carefully the spoken and 
written language of others, especially of those whose language we 
should like our own to resemble We should try to get rid of prefer- 
ences and prejudices that are not supported by evidence of good 
usage We should investigate and even experiment with particular 
usage so far as we can and come to some conclusion as to its fitness 
tor our own expression In short, we should become amateur 
linguists — students of our language 

Anyone who is seriously interested in such an approach to his 
language will do everything possible to sharpen his observation 
of actual usage, so that he won’t have to be completely dependent 
on dictionaries and handbooks Especially if he is interested in 
some particular trend, in sentences, perhaps, or in some idioms, 
such as the prepositions used with different, he might keep track 
of what he finds in actual listening and reading. 

The easiest way to do this is to have a file of observations on 
3x5 or 4x6 slips or cards The 4x6 are probably the more useful, 
since they have space for recording more than one example and 
for discussion The slips should be labeled at the top with the 
name of the particular point dealt with, under which it will be filed. 
Exact reference should be made to the source of the quotauon, or 
to the speaker and place and circumstances of speaking. 

The first slip reproduced on page 632 shows a quotation taken 
down to illustrate the use of *verbless sentences. The second slip 
contains the data that stands back of the entry ^drought — drouth 
in this Index 

Keep the slips in alphabetical order, unless you have a great many 
of them and want to make some topical groupings You don’t need 
to worry about your file getting unwieldy, for you won’t gather 
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Label — the 
topic 

Illustrated 


The 

exompie 


Exoct source — 

If from speech 
put down time, 
place, and Iden- 
tify speaker 


1. EXAMPLE OF USAGE 

Sub-class of the topic 


Verbless sentence— —Answers to questions 

When an editor does the work and you still 
have to make corrections on the proof be- 
cause his work was not perfect, can you make 
him pay for them? Not likely If the printer 
does the preparation and you have to make 
the corrections in the type to get a satis- 
factory result, will the printer make the 
corrections gratis? Hardly, unless you have 
a very clear agreement with him in writing 
John Benbow Manuscript & Proof 
N y Oxford 1937 p 22 


2 TOPIC WITH RECORD OF INVESTIGATION 


Label 

** Authorities’* 


Special source 


Reasoning 


Conclusion 


drought — drouth 

Web Coll 5th ed drought Also drouth 
Am Coll Diet , 1947 drought. Also drouth 
Not in Fowler 

Sylvanus Kingsley, editorial writer Portland 
Oregonian, in Words Sept 1936 prefers drouth 
as 'the more practical and popular etymology' — 
but 6 of 1 and half dozen of the other 
OE dru gath th puts it in group with abstracts 
width breadth See height-heighth Shows 
influence of events on language, since notable 
dryness of recent years has given the word 
currency and brought into prominence the 
colloquial form 

Usage divided Drought probably more common in 
formal use, but drout h gaining esp in news- 
papers 


many unless you are really interested, and if you are interested they 
will form a hobby — and will help you make accurate statements 
about English usage instead of )ust guessing, 

(References The works given m the Bibliography at the beginning of this book 
Of these the best for a beginner are probably Kennedy, Krapp, and McKnight, with 
Bloomfield for a more advanced study ) 

Linking verbs Correction: The verb marked is used as a linking 
verb and should be followed by an adjective or noun construction. 

A verb may be used so that it has little or no meaning of its own 
but functions chiefly in connecting a subject with a predicate adjec- 
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tive or noun In such a construction it is called a Uniting verb or 
copula 

Be and other linking verbs are followed not by adverbs but by 
adjectives or nouns in single words or phrases or clauses, known as 
predicate adjectives and predicate nominatives respectively. 

Be IS most commonly used as a linking verb, since in its ordinary 
use It has little specific meaning and performs chiefly the verb 
functions of tense, person, number: 

The man is a carpenter This bottle was full 

Many other verbs are used as linking verbs — Curme counts about 
sixty in current English and says, ‘‘Their wide and varied use is 
the most prominent feature of our language” {Parts of Speech^ 
page 67). Instead of having a verb of full meaning like coldeuy 
English uses the nearly meaningless verb turn or get and the ad- 
jective cold, which carries the chief part of the meaning, in such 
a sentence as The weather turned cold Many verbs are used with 
full meaning of their own (as fell m “The tree fell into the water”) 
or as linking verbs (as fell in “She fell silent” or “He fell ill”). 
Some typical linking verbs are: 

He became a doctor The butter tastes rancid She felt sad 
lie acts old The giound sounds hollow He grew more and more aloof 
He appeared to be gaining ground This looks first rate His story seemed 
credible 

His features had become sharper, his eyes, with their black-blue glitter 
of chilled steel, had become harder and more impenetrable His flaxen hair, 
still profuse, and his little bi-forked beard, had turned darker His nose had 
grown thinner, reminding one of the beak of a bird of prey — Dmitri 
Mirejkowski, The Romance of Leonardo da Vinci, p 403 

(Sle *bc $2, *Predicatc qdjcctivcs References Kennedy, pp 476-77, Curme, 
Vans of Speech, pp 66-69, Syntax, pp 26-28 [list on p 27] ) 

iteral use of words See Chapter 12, “Figurative use of words,” 
page 344 

terary Literary , as applied to style, usually means possessing traits 
that are characteristic of the more conservative tradition of Eng- 
lish literature Its connotation may be “distinguished” or it may 
be “bookish ” (See Chapter 2, “Formal English,” page 48 ) 

itotes (ll'tatez, lit'otez) See ^Negatives, ^Understatement, 
ittle Little is overused by sentimentalists (“little dear” and so on). 

aan as a verb In spite of attempts to keep loan only as a noun and 
to make lend the corresponding verb, loan is still properly a verb, at 
least m American usage: 
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Verb. I loaned [or lent] him $2 Noun He got a loan of two dollars 

Loan words Words that have been taken into English from other 
languages tntelligentsid) and have become English words 

(See ^Foreign words in English, ^Origin of words § 2b.) 

Localisms Correction: The expression marked is in local use only. 
Replace it by a word or construction in general American use. 

A localism^ or provinctaltsm^ is a word or other expression in 
regular use in a certain region but not in others in which the same 
language is used The southern, western, and northeastern sections 
of the United States differ somewhat in sounds, in words, and in 
constructions. Localisms are appropriate to conversation, familiar 
writing, stories, and to much other informal writing, but are often 
out of place in impersonal and formal writing. (For discussion see 
Chapter 2, “Variations due to place,” page 58 ) 

locate IS used for settle (The family located near the present town 
of Nashua) and for find (I can’t locate the letter now). It is dead- 
wood m defining the location of specific places 

Zermatt is [located] right near the Italian border, just to the west of the 
Italian Lake District 

Locution is a handy term for referring to a word or a unified group 
of words; that is, it may be applied to a single word or to a phrase 
or clause considered as a meaning group Phrase^ a meaning groups 
that IS are three locutions. 

Long variants Some amateur writers are tempted to add an extra 
prefix or suffix to a word that already carries the meaning thev 
intend. They write /rregardless, though regardless already means 
“without regard to.” Some like to add sonorous suffixes that art 
quite useless, like the -ation in origination^ which means no more 
than origin Some other tempting long variants to be avoided arc 

analyzation for analysts 
confltctton for conflict 
emotionahty when only emotion is meant 
commerciahstic for commercial 

ruination for rum {ruination is a colloquial emphatic form of rum) 
hotness for heat 
intermingle for mingle 

repay when simple pay is meant, as in paying dividends 
subsidization for subsidizing 

Unnecessary -al endings, as transportationliil system, governmentljaXl 
policy 

utilize when only use is meant 






-w 

Some of these words are not in good use at all (analyzatton) and 
show lack of observation of language in anyone who uses them. 
Others are in use but show poor judgment m the writer who chooses 
them when more compact forms exist. If any number are used they 
will weigh down a piece of writing and make it flabby. 

(See ^Origin of words $ 3 and compare ch 12, “Big words,” p 339 Reference 
Fowler, “Long variants ”) 

look When used as a verb of complete meaning (to use the eyes, 
gaze), looJ^ IS modified by an adverb scare hinglyy lool{ sharp. 

As a linking verb, equivalent to appear, loo\ is followed by an 
adjective which modifies the subject He loo\s well, or healthy, or 
tired .... 

Loose sentences Sentences in which the grammatical form and the 
essential meaning are complete before the end (See Chapter 10, 
“Loose and periodic sentences,” page 280 ) 

lose, loose Associate the spelling of these words with the pronunci- 
ation and meaning 

lose (lobz) — lose a bet, lose sleep, lose money 
loose (loos) — loose a knot, a loose screw 
loosed (loost) — untied, fieed 
lost (lost) — a lost road, a lost soul, lost his way 

lot, lots of The colloquial uses of these words, appropriate in speech 
and in some informal writing, are avoided in formal writing: 

Colloquial Wc tried a lot of different kinds 
Formal Wt tried a good many different kinds 
Informal He has lots of friends a lot of money 
Formal He has many friends a good deal of money 

Do not join the article a to lot a lot, not alot 

lousy Except when meaning “infested with lice” lousy is a strong 
slang word of abuse, just now weakened to a counter word of disap- 
proval, expressive if not used too often, but offensive to most ears. 

lovely IS a colloquial ^counter word of approval, useful chiefly be- 
cause Its pronunciation can (by some people) be drawn out in- 
definitely and practically sung (a lovely time). 

lowbrow See ^highbrow. 

Lower case Correction: Use a lower case (“small”) letter instead 
of a capital in this word. See ^Capital Letters, *Type. 

-ly See ^Adverbs, types and forms § 3. 
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M The sound represented by the letter m is a nasal con- 
sonant made with lips closed: man^ mti^ic^ diamond y drummer, 
sumy lamp. 

M may represent a syllable by itself (“syllabic m”) * spa^m 
(spaz^m or spaz'am), tell 'em (tcKm or tel'pm) Some people tend 
to make m syllabic in words like elm, film (el'm, fil'm) instead of 
pronouncing them as single syllables (elm, film) 

madam As a formula of address Madam or Dear Madam is used 
for both married and unmarried women 

Magazine indexes See Chapter 13, “Periodical indexes,” page 371 

majority, plurality Strictly majority means “more than half of” a 
certain number; plurality means “more than the next highest ” 
Plurality is not much used now in the United States, the meaning 
of majority being extended to “an excess of votes over all others 
cast” — and even often used in the exact sense of pluralityy simph 
the excess of votes over the next highest In an election with three 
candidates and 12,000 votes cast, one received 7000, one 3000, and 
one 2000, the winner would have a plurality of 4000 (in common 
usage, a majority of 4000); strictly speaking, he would have a 
majority of 1000 

Colloquially majority is often used of amounts or quantities as 
well as of numbers 

Colloquial Wc spent the majority of the day there 
Written We spent most [or the greater part] of the day there 
Wordy The majority of students are interested in football 
Better Most students are interested in football 

Malapropism A malapropism is a confusion of two words some- 
what similar in sound but different m meaning, as arduous love for 
ardent love. Malapropisms are the cause of many *boners but are 
often intentionally used for humorous effect, as they were by Sheri- 
dan in creating the part of Mrs. Malaprop in The Rivalsy whose 
speeches gave the name to these confusions in language: 

“I would by no means wish a daughter of mine to be a progeny of learn- 
ing Then, sir, she should have a supercilious knowledge m accounts, 

— and as she grew up, I would have her instructed in geometry, that she 
might know something of the contagious countries . . — Richard 
Brinsley Sheridan, The Rivals, Act I, Scene ii 

Malapropisms are more effective in speech than in writing. 
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man, woman These arc preferred to the more pretentious gentle- 
man or ladyy except when man or woman would sound conspAu- 
ously blunt. 

In business English the original social distinctions between 
woman — lady, and man — gentleman have been almost reversed* 
A salesman faced with a customer who wanted to exchange a pur- 
chase, turned to his fellow salesmen and said, “Did any of you 
gentlemen wait on this man'^” And a woman looking for work 
asked, “Are you the woman who wanted a lady to wash for her?*" 
Ladies and gentlemen is a ^formula in addressing an audience* 
The singular form alone is used as an adjective* 

manpower manholes woman hater woman suffrage 
(Compare *frcshman, freshmen ) 

Manner Adverbs of manner answer the question How? Barely^ 
hfightly, gracefully^ nicely y qutc\ or quicl^yy swimmingly are ad- 
verbs of manner They are formed now by adding dy to adjectives 
and participles, though a number of older adverbs of manner do 
not have the -/y sharp or sharplyy slow or slowlyy etc (See *Ad- 
vcrbs, types and forms § 3 ) 

Asy as if, as though (formal) and *li\e (colloquial) are conjunc- 
tions introducing adverbial clauses of manner. 

Pic looked as if he’d seen a ghost They left as noisily as they came 

Manuscript form Correction: Your manuscript does not have the 
proper form* Revise or rewrite as directed* 

See Chapter 1, “Preparing the manuscript,” page 20, for details of 
L^ood manuscript practice See also ^Typewritten copy 

Material Some suggestions on gathering and handling material will 
be found in Chapter 1, “Gathering material,” page 11; Chapter 13, 
“Choosing a subject,” page 367, and “Sources of reference,” page 369; 
and Chapter 7, “Materials of paragraphs,*’ page 171. 

matinee Spelled without an accent mark. Pronounced mat'ona' 
(mat'na'), but tending toward mat's na' (as in England). 

may See *can — may (could — might). 

may be, maybe Maybe is a colloquial adverb meaning “perhaps,** 
a cutting down of it may be, may be is a verb form 

Maybe you’H have better luck next time He may be the next mayor. 

me See ^Pronouns § 1, ^between you and me, *It’s me. 


637 




Meaning of words 

Meaning of words Correction: The word marked is inexactly 
used. Replace it by one that represents your meaning. 

For discussion of meaning of words, see Chapter 11, §§ 4-6, pages 
318-327. 

Mechanics of writing includes punctuation, spelling, forms of 
words, word order, and sometimes sentence movement For discus- 
sion of some points of “mechanics” and for exercises, see Chapters 4-6 
and numerous Index articles 

medieval Some years ago the American Historical Association de- 
cided to change the spelling from mediaeval to medieval^ now the 
usual form Pronunciation me'di e'vl, or med'i e'vl. 

medium Plural usually mediums — always in the spiritualistic sense, 
practically always in the general sense, and usually now as applied 
to the different advertising mediums (newspapers, magazines, 
radio, billboards, etc ) Media is most used in scientific contexts 

messrs. is the abbreviation of French messieurs but pronounced 
as English, mes'arz It is used as the plural of Mr (Messrs Ives 
and Johnson) and sometimes, though rarely now in American 
usage, used in addressing firms (Messrs Brown, Hubbell and 
Company) 

Metaphor A figure of speech in which a comparison is implied 
rather than stated a finger of light, a slender thread of sense 
(See Chapter 12, “Resemblance,” page 348 ) 

meter is now more common spelling than metre The second e 
drops out in derivatives metrical^ metrics^ metric system (For a 
description of English meters see *Verse form ) 

Metonymy (me ton'a mi) *A figure of speech in which the name 
of something closely associated with a thing is substituted for its 
name- paper for financial assets, in Dickens for in Dickens’ works 
(See Chapter 12, “Resemblance,” page 348 ) 

might See *can — may (could — might). 

Minimum essentials See Chapter 4, Problems in English Gram- 
mar, page 91 

Misrelated modifiers Correction: Revise the sentence so that the 
expression marked is clearly related to the word the meaning 
requires. 

A construction which from its position in a sentence seems to 
modify a word which it cannot sensibly modify is “misrelated” or 
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“dangles” and should be avoided in writing See Chapter 4, “Mis- 
leading or vague reference,” page 109, and “Misrelated modifiers,” 
page 112. 

A participle which is used as an adjective should modify accu- 
rately either a noun or pronoun* 

Looking further to the left, we saw the spire of a church (JLool^tng 
ckarly modifies we ) 

Defined in psychological terms, a fanatic is a man who consciously 
overcompensates a secret doubt [Defined clearly modifies fanatic ] — 
Aldous Huxley, Ptoper Studies, p 220 

A verbid that precedes the mam clause and does not relate 
to the subject of that clause is misrelated 

Upon telling my story to the advisor, he stopped and thought (For 
When I told ) 

Motoring down Route 17 toward New York City, numerous signs read 
“Visit Our Snake Farm ’’ (For Motoring down Route 17 toward New 
York City, we saw numerous signs that read ) 

What if, forced to climb over this solid cloud bank, ice should form on 
the wings and force them down into the wild country^ (The ice isn’t 
forced to climb ) 

Born in England in 1853, John MacDowelTs seafaring activities began 
after he had emigrated to this country (His seafaring activities were not 
born in England ) 

Dangling participles should be avoided simply because educated 
readers do not expect to find them. As a rule there is no real ques- 
tion of the proper meaning of the sentence, though sometimes the 
faulty reference of a participle is ludicrous as in Professor Kennedy's 
gem 

Having swelled because of the rams, the workman was unable to remove 
the timber 

Such dangling constructions should not be confused with the 
^absolute construction, in which the participial phrase is equivalent 
to a subordinate clause and is properly used, especially for adding 
details. 

He had worked for four hours, copy piling up quite satisfactorily. 

(brr ♦Participles for further examples of these constructions References Curme, 
Syntax, pp 158-60, Reuben Steinbach, “The Misrelated Constructions,” American 
Speech, 1930, 5 181-97 ) 

Infinitive phrases may be misrelated: 

Faulty To get the most out of a sport, the equipment must be in perfect 
condition (The equipment does not profit from the sport ) 

Improved To get the most out of a sport, you must have your equipment 
in perfect condition 
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This construction should not be confused with an absolute infin- 
itive phrase which is quite correct* 

To judge from his looks, he can’t be more than forty-five. 

(See •Infinitives 5 4) 

Phrases are sometimes similarly misrelated: 

At eleven, our family moved to Kansas City (Clearer When I was ele\cn, 
our family moved to Kansas City ) 

miss Plural mtsses, sometimes pronounced misez', distinct from 
tntsUz {Mrs ) “the Misses Angel and Joyce.” When the misses art 
from the same family the plural could be, formally, the Misses Smith , 
informally, the Miss Smiths 

Miss IS used only with a person’s name — except in humor or 
sales talk. Missy is the diminutive, often disparaging. 

Misspelled words See Chapter 6, Spelling, page 155, and 
^Spelling. 

mix, mixer Mix is informal and colloquial for associate with, mt\cr 
for sociable person or for the person who develops new acquaint- 
ances readily. Though slang in their origin, they seem excusable 
because of the colorlessness of the more reputable words The 
objection often made to good mixer is not so much linguistic as 
that college students seem to overvalue “mixing” 

Mixed figures of speech See Chapter 12, “Consistency,” page 
347. 

Mixed usage Many errors in writing spring from the uninten- 
tional mixture of different levels of usage Colloquial or conspicu- 
ously informal words or idioms may stray into formal writing 
Vulgate locutions may appear in informal writing, or so may a 
word usually confined to law or business Distinctly formal words 
and idioms are equally inappropriate in informal writing — and 
often appear because the writer is trying to avoid some natural ex- 
pression. The principal way to develop in language is to cultivate 
feeling for different styles and their fitness for a given job. See 
Chapters 2 and 3, pages 33-90. 

Modal auxiliaries See ^Auxiliary verbs and entries on ’•^be, *caii 
— may, *have, *shall — will, and other auxiliaries. 

Modifiers Modifiers are words or groups of words that restrict, 
limit, make more exact the meaning of other words. In these 
examples the words in italics modify the words in small caps 
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a cold. Windy day He failed miserably a truly great — a truly great 
MAN Coming around the corner, we met him head on As we came 
around the corner, wf saw him boarding a trolley 

In general the modifiers of nouns and pronouns are adjectives, 
participles, adjective phrases, adjective clauses; the modifiers of 
verbs, adjectives, and adverbs are adverbs, adverbial phrases or 
clauses 

(ShE ch 4, “Modifiers,” p 111, ^Adjectives in use, *Adverbs in use, *Clauscs:, 
*Misrelated modifiers, •Participles, •Phrases, •Restrictive and nonrestnctive ) 

Money 1. Exact sums of money are usually written in figures* 

m $4 98 $5 $168 75 $42,810 

Round sums are more likely to be written in words two hundred 
dollars, a million and a half dollars. 

In factual books or articles involving frequent references to sums 
of money, however, figures are often used throughout 

2. In consecutive writing, amounts are usually written out when 
used adjectively. 

A Million Dollar Baby m the Five and Ten Cent Store 

Informally, figures arc often used an 85^ seat. 

3. Commas and periods, $ and ^ signs are used as m the examples 
in § 1 above. (For an example of writing sums of money in text, 
see the paragraphs of illustration in ^Numbers § 2 ) 

Monosyllables A monosyllable is a word of one syllable* 

asked bright feel fill longed word 

Monosyllables should not be divided at the end of lines, not even 
words like asl^ed, longed (See ^Division of words ) 

A polysyllable strictly has three or more syllables, but since we 
use dissyllable (having two syllables) rather rarely, polysyllable 
usually means a word having two or more syllables 

Monotony See ^Variety in writing, and the articles there re- 
ferred to. 

Months In reference matter and informal writing, the names of 
months with more than four letters are abbreviated m dates: 

Jan 21, 1951 Aug 16, 1950 Dec 25, 1948 

But May 1, 1949 June 30, 1950 July 4, 1951 

When only the month or month and year are given, abbreviation 
would be rare: 
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January 1950 Every January he tries again 

In formal writing, the names of the months would not be abbre- 
viated at all 
(See *Numbers 5 la, *Dates ) 

Mood By the forms of mood, a verb may distinguish the way in 
which the statement it makes is regarded by the writer* 

Indicative as a fact, a statement 

Subjunctive as a wish, possibility, doubt 

Imperative as a command 

(See the articles *Indicative mood, ^Subjunctives, ^Commands and requests, *Vcrbs ) 

moral, morale Although the e is not in the French noun we bor- 
rowed as maraF (“a confident mental state”), it is a convenient 
and natural English way of showing there is something peculiar 
in the pronunciation It also distinguishes this morale from moral 
(“concerning right conduct”) 

Morpheme In linguistic description, the smallest verbal unit con- 
veying meaning, a word {boy^ tall^ go) or a part of a word (pre- 
fixes, suffixes). 

(Reference Bloomfield, pp 161-68) 

most (almost) Most is the common colloquial clip (^Origin of 
words §3c) of almost “A drop in prices will appeal to most 
everybody.” It would be used in writing conversation and in in- 
formal style, but is ordinarily out of place in written English 

(Reference Pooley, p 156 ) 

Mr. IS written out only when it represents colloquial usage and 
when It IS used without a name 

‘They’re only two for five, mister ” (But ) Mr Schlesser Mr John T Flynn 

It IS one of the class of abbreviations from which a period is 
being increasingly omitted See ^Abbreviations, § 3 

Mrs. is written out only in representing colloquial or vulgate usage 
and is then spelled mtssts (or missus ) : 

Mrs Dorothy M Adams Mrs. Adams “Where’s the missis^’’ 

Mrs. is not combined with a husband’s title except in small 
town ♦journalese Write Mrs. Dodd, not Mrs. Prof. Dodd 

A man and wife register at hotels as Mr. and Mrs Alex T 
Schofield rather than as Alex T. Schofield and wife. 
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VIS. MS, usually m caps, is the conventional abbreviation for 
manuscript, plural MSS The colloquial and shoptalk word for 
manuscript intended for publication is copy, 

must has recently become an (informal) adjective 
the President’s must legislation 

This IS a must article for every intelligent American 

It has long been a noun in newspaper shoptalk, a B O, M, being 
a Business Office Must, a story that has to be run because of some 
advertising tieup See ^Auxiliary verbs 

Mute e See *E 5 

myself A reflexive or intensive pronoun, referring back to 7 when 
used as an object or as an intensive 

Object I shave myself 

Intensive 1 saw the whole thing myself 

In Vulgate and much colloquial English myself is used as subject 
or object as substitute for me, but not in good written style 

Vulgate and colloquial Another fellow and myself saw the whole thing 
General Another fellow and I saw the whole thing 
Colloquial Sam invited John and myself to dinner 
General Sam invited John and me to dinner 

(Sn^ *Pronouns $ 4, *self, *himself, herself) 


N 


(n), as in now, gnaw, inning, been 
(“syllabic «”), as in often, listen. 


N may be a syllable 
garden (of'n, lis'n. 


by Itself 
gar'dn) 

N IS generally silent in /{iln and in a number of words after m 
autumn, damn, hymn, solemn In derivatives of such words usage 
IS divided on sounding the n It is not sounded in hymned (himd) 
and in damned only in archaic or ultra poetic contexts (dam'ned). 
It IS sounded in autumnal, solemnity, and in general before a 
suffix when the suffix begins with a vowel. 

An h (the wavy line called a tilde) is found in some words from 
Spanish. If the word is commonly used, the spelling is usually 
changed to ny {canyon instead of canon). 


naive— naive The form without the dieresis {naive) is slowly gain- 
ing over naive. It is unnecessary to keep the French masculine form 
naif in English. Naive can do all the work. Pronounced naev'. 
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namely and other introductory words 

namely and other introductory words 1. The beginning of wis- 
dom in handling “introductory words” like namely^ that is, for 
example^, such as is to use them as seldom as possible. Namely^ viz , 
t €.y e.g y and some others belong chiefly in routine expository prose 
For examplcy for instancCy such as are more adaptable to readable 
prose. Very often such words can be omitted altogether in compact, 
informal writing 

He instructed us in the mysteries of punctuation [such as] semicolons 
between clauses of a compound sentence, position of quotation marks with 
other marks, commas with nonresinciive clauses 

2, In formal style or in a long, rather complicated sentence, an 
introductory word would usually be preceded by a semicolon 

The interview is of value, then, because it aids in discovering certain 
traits, e g, emotional and temperamental attitudes — which do not submit 
so readily to other modes of attack — G D Higginson, Fields of Psychology, 
p 395 

When one of these words introduces a series of short items, it is 
more often followed by a comma than by a colon 

The boys in training are thoroughly grounded in the fundamental proc- 
esses of the woik, for example, planning, building, and launching 

No comma should follow such as 

Large animals, such as bears, moose, and elk, are often found here. 

Names In factual writing all names used should be complete and 
accurate In current writing, handmade names and other dodges 
are not used much except m humor In the following they stamp 
the paper as amateur: 

Across the table sat Cornelius Van Stuck-up between two feminine 
admirers whose names I will not mention but will call Miss X and Miss 
Y Miss X said to Miss Y 

Use the real names of people and places unless there are serious 
reasons for avoiding them, and if there are, invent convincing 
names or use pronouns or “a man” or some inconspicuous device. 
This use of actual names is one trait of the specificness and imme- 
diacy of current style. 

In imaginative writmg judgment and ingenuity are needed to 
choose satisfactory names for characters. They should suggest real 
names of people of the right social stratum, but not be the names 
of actual people (except by accident). They should not be the com- 
monest names nor should they be eccentric ones either; ordmarily 
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they should be somewhere between [ohn and Mary and Ichabod 
and Jacqumetta. Studying names and collecting them and watch- 
ing those used in stories will furnish raw materials for naming your 
own creations. (See '‘^Proper names.) 

Narrative paragraphs See Chapter 8, “Narrative paragraphs/* 
page 210. 

nature For expressions like of a violent nature (= violently sec 
“^Deadwood, and Chapter 10, “Deadwood,” page 284 

Nazi Pronounced na'tsi, sometimes nat'si, and rarely na'zi, plural 
Nazis (na'tsiz) Nazi was a political nickname for the National 
Socialist party of Germany and is capitalized like Republican or 
Democrat The type of party represented by National Socialists 
IS usually referred to as fascist or totalitarian. (Compare ^Fascism, 
fascist ) 

necessary Spelled with one c and two /s. 

Very often a verb is more direct and emphatic, less polite than 
a construction with necessary 

You must [or havt tOy rather than It is nectssary that yoti\ pay your 
tuition before receiving your class cards 

necessity The idiom is necessity of doing something or for (not 
to do something) 

1 don’t see the Necessity of [or for] reading so many pages to get so few 
facts (Or, more concise I don’t see the need of reading so many pages ) 

need-needs Both are third person singular of the verb needy but 
used in different idioms. Needs is the form in affirmative state- 
ments, need or does not need in negative statements, need or does 
. . need in questions* 

He needs a haircut 

He needs to have a haircut (Infinitive with to) 

Does he need a haircut? 

Formal He need not have a haircut (Infinitive without to) 

Informal He doesn’t need a haircut. 

Formal Need she come? 

Informal Does she need to come? 

Negatives 1. Double negatives. For use of two negatives sec 
^Double negative. 

2, Emphasis. A statement may somcCimes be made more em- 
phatic or striking by being put negatively (in a figure of speech 
known as litotes or understatement ) : 
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He was extremely the antithesis of coarse which “refined” somehow 
docs not imply — E E. Cummings, The Enormous Room, p 150 

The assimilating power of the English language is not less remarkable 
than the complexity of its sources — ] B Greenough and G L Kittredge, 
Words and Then Ways in English Speech, p 147 

Tell us, doctors of philosophy, what are the needs of a man At least a 
man needs to be not) ailed notafraid nothungry notcold not without love 
not a worker for a person he has never seen, 

that cares nothing tor the uses and needs of a man or a woman or a 
child — John Dos Passos, The New Republic, June 3, 1936 

3. Separation from positive. In a specific construction words of 
positive and of negative meaning usually need to be separated 

I have learned through this practice to overcome stage fright and I have 
gained in vividness of speech (Not I have learned to overcome stage 
fright and vividness of speech ) 

Negro Capitalize, like Caucasian, Indian Plural, Negroes 
neither For pronunciation and use see ^either § 3. 
neither . • . nor See *Cor relative conjunctions 

Newspaper English 

1. Its virtues. 2. Journalese. 3. Headlines and headlinese. 

1. Its virtues. Joseph Pulitzer’s famous motto for workers on the 
old New Yor/{ World still stands as the ideal for the material and 
style of newswriting — Accuracy, Terseness, Accuracy Complete 
accuracy is not easy for a reporter who has perhaps only a few 
minutes in which to get the facts of a complicated event, and terse- 
ness IS not easy either for a man who writes habitually, often of 
very similar happenings, without any personal interest in his ma- 
terial. The result is that newspapers contain some of our worst 
writing, but a reporter who tells of events simply, in words that 
are appropriate to them and to his readers, may produce some of 
our best writing. 

There is of course no special dialect for newswriting Papers 
have some conventions for giving ages, names, places of residence, 
and other routine matters, but good newspaper English is simply 
informal English applied to the daily recording of affairs. It is a 
style written to be read rapidly and by the eye — tricks of sound 
outside the headlines are out of place. The sentences are typically 
short (except in leads) and have a direct movement, the words 
concrete and from the general vocabulary 

2. Journalese. The two most common sms of newswriting are 
inflation (’**'big words) and ^triteness, which we can lump as symp- 
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toms of journalese. Granting that our ‘'fair city,” “ample outlet for 
her histrionic ability,” and scores of such trite phrases belonging 
to paleo-journalism are not found now outside small town papers, 
there is still a vast amount of wordy and lazy writing in news- 
papers Every *stylebook contains a list of journalese expressions 
to be avoided Here are a few collected (and translated) by George 
Olds, of the Springfield, Mo , News 


According to the report issued this 
jnorning by City Auditor Ernest 
Jared 

Shields denied he made a statement 
he was alleged to have made to 
Dolice officers admitting he knew — 

Affirming the assumption that he 
was resentful of the meeting 

But Judge Holly dismissed the 
charges against her Although he 
dismissed the charges against Mrs 
Coates, Judge Holly commented 
that her conduct had been “sus- 
picious ” 


City Auditor Ernest Jared reported 
today 

Shields denied admitting to police 
he knew 

Admitting he resented 

But Judge Holly dismissed the 
charges against her, although he 
termed her conduct “suspicious ^ 


Edtto) and Pubhshery Feb 2, 1935 


Such wordiness and ponderous phraseology is likely to be found in 
newspaper stories of all kinds Some are italicized in the following 
quotation 

Mrs told the police her husband had been out of work for three 

vears and was despondent She had just obtained a position in a book- 
bindery She arose at 7 30 a m and went into the kitchen to prepare 
breakfast She rcmarl^ed to her husband she was glad she would not have 
to remain at home during the day^ because it was getting on her nerves 
Then he hit her 


Triteness is the next worst offense in journalese. In The New 
Vorl{er^ Frank Sullivan had his cliche expert, Mr Arbuthnot, testify 
to journalistic triteness, including such special topics as these 

Q — Mr Arbuthnot, what happens at railroad stations on holidays? 

A — Well, there is what our Society of Cliche Experts likes to refer to as 
a holiday exodus I mean to say, fully 1,500,000 pleasure-seekers leave the 
city, railroad officials estimate Every means of transportation is taxed to its 
utmost capacity 

Q — Mr Arbuthnot, what kind of hopes do you have ? 

A — High hopes, and I don’t have them, 1 entertain them I express con- 
cern I discard precedent When I am in earnest, I am in deadly earnest 
When I am devoted, I am devoted solely When a task comes along, it 
confronts me When I stop, I stop short I take but one kind of steps — 
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those in the right direction I am a force to be reckoned with Oh, ask me 
anything, Mr Dewey, anything 

Q — All right How al>out the weather? Where docs weather occur? 

A — ^You think you can stump me with that? Well, you can’t Weather 
occurs over widespread areas Winter holds the enure Eastern seaboard in 
Its icy grip Snow blankets the city, disrupting tram schedules and maroon- 
ing thousands of commuters Traffic is at a standsull — 

Q — Hold on a minute, my friend You’ve left out something. 

A — I have not What? 

Q — Traffic is virtually at a standstill 

A — Oh, a detail, Mr Dewey All right, I concede you that Ten thousand 
unemployed are placed at work removing the record fall as cold wave spells 
suffering to thousands Old residents declare blizzard worst since ’88 — 
— Frank Sullivan, “The Cliche Expert Tells All,” The New Yor\er^ June 
20, 1936 

3. Headlines and headlinese. While writers of news stories have 
to write with an eye on inches of space, headline writeis have to 
watch every letter. A given style of head has a “count” of so 
many letters, and, as the compositor says, “there ain’t no rubber 
type.” This necessity for compression and a desire to “sell the 
papers” gives rise to the punch of headlines As the Water bury, 
Ginn., Republican style sheet puts it; 

PUT PUNCH IN HEADS 

SAYS OLD SLOT MAN 

Wants Accurate, Terse, Positive 
and Pungent Guides to 
News 

BEGS FOR ACTIVE VERBS 

Bald-Domed Editor Wants Blue 
Pencil Novices to Lay Off 
Fuzzy Words 

This leads to the omission of ^function words (a, aw, the^ con- 
nectives) and to the use of short words and clipped forms 

Fly ocean, tell fight with gale 3 miles in air — 12 Navy planes battered 

To save space, short words are used, nouns are used as verbs, verbs 
as nouns, and any words or even long phrases as adjectives: 

Poland Denies Tie-up with Reich 

Superintendent and Supervisor Refute 
Charge of Spying on Traction Company 
Bus Drivers' Union Enrollment Meeting 

Worrying that headline style will ruin our language is useless. 
Usage in headlines, in spite of abuses, is in line with good infor- 
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mal English — and the requirements of communication will pre- 
vent It from becoming too common Though headhnese style 
should be kept in its place, the feeble circumlocution of the stories 
that often stand below the heads is a greater menace to our lan- 
guage than the clipped, emphatic heads 

(References Kcnncd>, $ 14 There are many textbooks on newspaper writing Two 
of the most useful are Curtis D MacDougall, Interpretative Reporting (New York, 
1948) and George C Basiian and Leland D Cast, hditing the Days News (New York, 
1943) The stylebooks of newspapers are important Some, like those of The Detioit 
News and The New Yorf{ Times (1950), are for salt The magazine Editor and 
Publisher is the best source on current American journalism ) 

Newspaper titles For writing names of newspapers see ^Titles L 

New words See ^Origin of words, and Chapter 2, ‘'New words 
and constructions,” page 58 

Nexus Jespersen introduced junction and nexus as names tor two 
types of word relationship. He called the relationship in which two 
or more words are joined to form a single name {a warm day^ a 
fust class speech') junction The relationship in which the two terms 
are joined by a verb but are kept distinct {The day ts warm The 
speech sounded first rate) he called nexus Under nexus he in- 
cluded locutions that were similar in pattern but did not have a 
verb, such as He left the window open (which obviously is quite 
different from the junction the open window) and Happy the 
man (which is different from the happv man)y and various others 
The doctrine of nexus is elaborated in Jespersen’s The Philosophy 
of Grammaiy Chapters 8 and 9, and in E<<entials of English Gram- 
macy Chapter 9 

ng is the pronunciation symbol for the base tongue nasal sound 
most frequently spelled ng {longy bringing) but also spelled n' 
anchor (ang'kar), angry (ang'gri), sin\ (singk), uncle (ung'kal). 

Pronunciauon is divided when a syllable ending in n is followed 
by one beginning with g or ^ congress (kong'gns) but con- 
gressional (kan gresh'an 1 or kong gresh'sn 1) 

nice is a ^counter word indicating mild approval, so general in 
meaning that it is of little use in writing. The word’s former mean- 
ing of “exact, precise,” as in a nice distinction y is confined to formal 
writing (See Charles C Fries, The English Journaly 1927, 16 602- 
604) 

nickel Most words with this last syllable (-ol) are spelled -/<?, but 
nickel has not been in the language so long as most of them and 
keeps the -el of its German or Scandinavian origin. 
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Nicknames Nicknames are rarely appropriate m formal writing 
In familiar and informal writing they are appropriate and should 
be used naturally, without apology. Some writers will put a nick- 
name in quotes the first time it is used, but not when it is repeated 

no For use as a sentence adverb and as a complete sentence see *yes. 

No. The abbreviation No, for number (from the Latin numero, 
“by number”) is written with a capital It is appropriate chiefly 
in business and technical English. In the United States No, is not 
written with street numbers. 

no account, nohow There are a number of colloquial and vulgate 
phrases made with no whose fitness m writing needs to be watched 
a no account cousin (Formal a worthless cousin) , we couldnt get 
there nohow (Formal, Informal: ... by any means [or] any way we 
tried). 

nobody, nothing, nowhere are written as single words. Nobody 
and nothing are singular^ though nobody is informally treated as a 
collective (See *every and its compounds) 

Nobody thinks that his own dog is a nuisance 

Informal Nobody thinks their own dog is a nuisance. 

Nothing IS further from the truth 

The dog could be found nowhere 

Nominative absolute See ^Absolute phrases, ^Participles §4. 

Nominative case A noun or pronoun that is the subject of a finite 
verb IS sometimes said to be in the nominative (or subjective) case 
The form of the nominative singular is the common form of the 
noun, the form to which,* typically, the endings for the genitive and 
for the plural are added /, you, hCy she, it, we, you, they are the 
nominative forms of the personal pronouns, who, which, and that 
are the nominative forms of the relative pronouns The same form 
IS used in direct address (for which some languages have a separate 
vocative case) Polly, put the kettle on (See ^Subject and verb.) 

Nonce word Strictly, a word used but once so far as existing writ- 
ing shows; a word coined for the occasion and not attaining general 
use. U n-black^ in this sentence would be called a nonce word 

She liked black coffee, black cigarettes, black Italian shawls, which was 
interesting, since she was so distinctly un-black herself, but all creamy and 
pale gold in the white Capri sun — Wilbur Daniel Steele, “Bubbles,” p 95 

(See *Ongin of words $ 2a,) 
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Noun and verb stress 


none, no one None is a single word, but no one is often used in- 
stead of none, for emphasis. 

None may be either singular or plural, and now is more common 
with the plural: 

As only ten jurors have been chosen so far, none of the witnesses were 
called [or was called] 

She tried on ten hats, but none of them were attractive. 

I read three books on the subject, no one of which was helpful. 

(Reference Fries, pp 50, 56 ) 

No paragraph Correction: Join these two paragraphs, if necessary 
revising the expression to relate the ideas. 

No punctuation Correction: Remove the punctuation mark in- 
dicated. (See especially Chapter 5, “Commas to avoid,” page 146.) 

Non restrictive clauses, modifiers See ^Restrictive and non- 
restrictive. 

not hardly, not scarcely See ^Double negative §3. 

not to exceed Business and legal; in other contexts not more than 
IS usual 

The undersigned will be liable for property damages, not to exceed $500 
for one accident 

The enrollment in the course was to be not more than fifty. 

Not more than two people could live on that pay 

Note taking See Chapter 13, “Taking notes,” page 380. 

notorious means well known for unsavory reasons — ^“a notorious 
cheat”, famous is well known for accomplishment or excellence — 
“a famous writer, aviator.” Noted is journalistic for famous or 
u^ell \nou/n. 

Noun and verb stress A number of nouns and verbs are differen- 
tiated in speaking by stressing the first syllable in the noun and 
the last in the verb although the spelling is identical. Some of 
these are listed below 


Noun 

Verb 

com'pound 

com pound' 

com'press 

com press' 

con'duct 

con duct' 

con'flict 

con flict' (often con'flict) 

con'trast 

con trast' (often con'trast) 

con'vict 

con vict' 
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Noun clauses 


de'crease 

di'gest 

es'cort 

ex'tract 

in'chne 

m'crcaj>e 

in'sult 

prod'uce, pro'duce 
re'cess (or recess') 
rec'ord 


de crease' 
di gest' 
es cort' 
ex tract' 
in chne' 

in crease' (often m'crease) 
in suit' 
pro duce' 
re cess' 
re cord' 


Several of these that are in common use show the natural Eng- 
lish tendency to shift the stress back to the first syllable The fol- 
lowing words are both nouns and verbs with the same stress 

at/ccnt cos'tunic dis'count im'poi i 

De^tail is both noun and verb where it is commonly used, as in 
the Army. 

Noun clauses A noun clause is a construction having a subject 
and finite verb, and functioning m a sentence as a noun. Many 
noun clauses are introduced by that^ some by whaty whoy whoevety 
whatevcTy whyy whetiy and other connectives They are usually sub- 
jects or objects 

Subject That anyone could raise his grade by studying had never occurred 
to him Whether or not he should go had bothered him for days 
Object He assured me that it would never happen again Or He assured 
me It would nevti happen again 

Predicate noun His guests were whomever he met on the way home 
Object of preposition Sam is always sure of what he docs 
Appositive The doctrine that we must avoid entangling alliances was 
first stated by Washington 

That and whether clauses as subjects are, as the examples above 
show, distinctly formal constructions. (See ^Clauses, ^reason is 
because ) 

Nouns 1. Types. A noun is the name of a person, place, thing, 
quality, action, or idea George Washingtoriy huntery Washtngtoriy 
D, C.y homey automobtley goodnessy huntingy immortality A noun is 
further identified by its forms (§2) and by its function in sentences 
(§ 3). Only nouns can take they ariy and a. 

Nouns are conventionally classified as follows, 
a) Proper nouns, names of particular people and places, written 
with capitals and usually without the or a Anney George W. 
Loomis, London, Georgia, France, the Bay of Naples, (See ^Proper 
names.) 
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nowhere near 


In contrast with these proper nouns, all the other groups are 
common nouns, 

b) Concrete nouns, names of objects: leaj^ leaves^ roady panda^ 
manufacturer. (See Chapter 12, “Abstract and concrete words,” 
page 341.) 

c) Mass nouns, names of materials in general rather than ma- 
terials in particular forms: water y coffee y cement y steely corn, 

d) Collective nouns, names of a group of things regarded as a 
unit* fieety armyy company y committee, tno, bevy, (See ^Collective 
nouns ) 

e) Abstract nouns, names of qualities, actions, ideas: l^indnes^, 
hate, manufacture, idealism , fantasy, concept. Many of these are 
^gerunds fishing, drinf^^mg, manufacturing 

2, Forms. Nouns may be single words or compound words 
written solid or as two words or hyphened (*Group words) bath- 
room, bookcase, log-rolling, high school, hub cap, go getter. 

Nouns change their forms to make the plural, most of them 
adding -s boys, kindnesses, manufacturers, (See ’’"Plurals ) 

Nouns change their form for case only in the genitive, typically 
by adding V boy\, Harriet's (See ^Genitive case) 

A very few nouns in English have different forms for mascuUne 
and fenmnine gender confidant — confidante, executor — executrix, 
actor — actress (See ^Gender ) 

3. Functions. The principal functions of nouns in sentences are: 

Subject of a sentence The wind blew for three days (See ^Subject and 

verb ) 

Object of a verb The wind blew the silo over (Sec *Objecls ) 

Objeet i)f a preposition in the night, behind the house, after breahjau, 
of the piesidtnt (Sec *PieposiUons ) 

Predicate noun He became president of the firm (Sec ^Predicate adjec- 
tive, Predicate noun ) 

Possession The womans first dress for two years (Sec *Genitive case 

§ 2 ) 

Apposition The first settler, Thomas Sanborn, came in 1780 (See *Ap- 
position ) 

Modifier of other nouns a baby hippopotamus, the best high school basket- 
ball team in years (See *Geniave case, *Parts of speech § 2, *Adjectives, 
types and forms § 6 ) 

Modifici of verbs or statements He came two months ago Mornings he 
would work a little (Sec * Adverbs, types and forms § 5 ) 

(See ch 4, “Nouns,” p 96 References Kennedy $$ 50, 103, Curme, Parts of 
Speech, chs 1, 9, Syntax, chs 2, 4, 26, and other references ) 

nowhere near Colloquial and informal 

It v/as a good score but nowhere near as large as we’d hoped for. 

(Formal “not so large as” or “not nearly so large as”). 






nowheres 

nowheres Vulgate for nowhere. 

Number Number is the singular and plural aspect of nouns and 
pronouns and verbs See ^Plurals, ^Subject and verb, ^Reference 
of pronouns 

number is a collective noun, requiring a singular or plural verb 
according as the total or the individual units are meant 

A number of tickets liave already been sold 
The number of tickets sold is astonishing 
A number of the pages were torn 

The number of pages assigned for translation was gradually increased 
to eight 

(See also *amount, number ) 

Numbers Correction: Revise the figure or figures m this passage 
in the light of the suggestions below. 

1. Uses. 2. Figures or words. 3. Arabic and Roman numerals. 
4. Plural of figures. 5. Cardinal and ordinal numbers. 

1. Uses. Figures are used for (a) Dates Only m formal ^social 
correspondence are dates written out in words 2nd (2d)y and so 
on may be used when a date is given without the year, but not ordi- 
narily with the year 

Oct 4, 1950 October 4, 1950 October 4 October 4th 

Years are always written in figures 

b) Hours when am or p m is used* 

5pm But five o’clock 

c) Street numbers (with no comma between thousands) 

2841 Washington A\enuc Apartment 3C, 781 Grand Street 

d) Pages and other references 

page 642 pp 431-82 chapter 14 (or chapter xiv) 

Act III, scene iv, line 28 

e) Sums of money, except sums in round numbers or, in formal 
style, sums that can be written in two or three words 

14 98 75^ a million dollars (oi, informal $1,000,000) 

f) Statistics and series of more than one or two numbers 

In the political science class mock election the Republicans gained 50 
seats m the House of Representatives, 6 seats in the Senate, and 13 new 
governorships 


65A 




Numbers 


2. Figures or words. Usage varies in writing numbers that arc 
parts of consecutive sentences. In general, newspapers and infor- 
mal writing have figures for numbers over ten, words for smaller 
numbers, rather conservative magazine and book styles have figures 
for numbers over 100 except when the numbers can be written in 
two words 

Informal (newspaper) four, ten, 15, 92, 114 

Formal (book) four, ten, fifteen, ninety-two, 114 (But practice is not 
consistent ) 

This passage illustrates a typical book style in use of figures 
and sums of money 

With a well-integrated, rapidly growing organization, Swedish cooperators 
were ready to go forward to new triumphs — over galoshes this time It 
sounds funny but it is not at all, the victory over the galosh cartel — really the 
rubber cartel — was a very tangible achievement Galoshes are a necessity in 
the Swedish winter, to say nothing of the Swedish spring and the Swedish 
fall And four manufacturing firms, formed into an air-tight trust, exploited 
this necessity for years Annual profits of 60 per cent, 62 per cent and even, 
in one exceptional year, 77 per cent were recorded On a capital of less than 
a million dollars the four factories realized in fourteen years more than 
twelve and a half million dollars and voted many stock dividends besides 
As in the case of the milling cartel, the public yelled long and loud but with 
no visible results 

At the annual coopeiative congress in 1926 it was decided that K F 
(Kooperativa Forbundet, the Cooperative Union] should declare war on 
the galosh cartel This was the unanimous and enthusiastic opinion of the 
Congress Within a few weeks, merely on the basis of this announcement, 
ihe cartel reduced the price of a pair of men’s galoshes more than fifty cents, 
with corresponding reductions ^11 down the line K F informed the cartel 
that this was not enough, and when there were no further i eductions the war 
was begun in earnest 

The cartel was obviously not going to sell one of its factories at anything 

like a reasonable price but when K F threatened to build a plant of its 

own, the enemy heeded the warning, recalling what had happened to other 
cartels that had remained adamant In a remarkably short time K F had 
negotiated the purchase of a factory at Gislaved, and by January 1, 1927, 

after complete modernization, it took over operation of this plant The 

result, within a year, was another seventy cents sliced off the price of a 
pair of galoshes Having achieved this, K F began the manufacture of 
automobile tires at the Gislaved plant and by 1932 was producing 50,000 
tires a year — Marquis W Childs, Sweden — The Middle Way, pp 12-13 

When most writing was longhand it was conventional to ex- 
press numbers in words and then repeat them in figures in paren- 
thesis In clear copy, especially in typewritten copy, this is no 
longer necessary and is not done except in legal or important busi- 
ness documents 
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Numbers 


Except in dates and street numbers, a comma stands between 
each group of three digits counting from the right. 

1952 (the year) 1,952 bushels 4,682,921 $14,672 

Numbers in two words between 21 and 99 are usually hyphened, 
though the practice is declining forty^two or jorty two. 

In consecutive writing a number at the very beginning of a 
sentence is written in words rather than in figures: 

Two to 3% of loading and up to 10% is common and 20 to 30% 
in specially surfaced papers . . . — “Paper Manufacture,” Encyclopaedia 
BritanmeUy p 234 

3. Arabic and Roman numerals. Arabic numerals (i, 2, . . .) 

are used in almost all places where numbers are not expressed in 
words. Roman numerals (i, ii, cxlvi . .) are occasionally used to 
number units in rather short series, as in outlines, chapters of a 
book, acts of a play, though now less often than formerly. The 
preliminary pages of books are almost always numbered with 
Roman numerals Sometimes they are used on title pages for the 
date, and on formal inscriptions. 

In Roman numerals a small number preceding a larger is to be 
subtracted from the larger (ix = 9, xc = 90) The following table 
shows the common Roman numerals (lower case) 


1 

i 

12 

Xll 

40 

xl 

101 

cl 

2 

n 

13 

XIU 

41 

xh 

110 

CX 

3 

111 

14 

XIV 

49 

xlix 

199 

CXCIX 

4 

IV 

15 

XV 

50 

1 

200 

CC 

5 

V 

19 

XIX 

51 

h 

400 

cd 

6 

VI 

20 

XX 

60 

Ix 

500 

d 

7 

Vll 

21 

XXI 

70 

Ixx 

600 

dc 

8 

Vlll 

25 

XXV 

80 

Ixxx 

900 

cm 

9 

IX 

27 

XXVll 

90 

xc 

1000 

m 

10 

X 

29 

XXIX 

99 

XCIX 

1500 

md 

11 

XI 

30 

XXX 

100 

C 

1951 

mcmli 


4. Plural of figures. The plural of a figure is written either 
with r or V* 

Six fives SIX 5s, six 5’s By tens by 10s, by lO’s 

5. Cardinal and ordinal numbers. The numbers in simple count- 
ing, indicating number only, arc cardinal numbers 1, 2, 3, 68, 129 . . . 
The numbers indicating order, first, second, third . . . are ordinal 
numbers. Except in numbering items in a rather routine enumera- 
tion, ordinals should be spelled out rather than abbreviated to 
1st, 2nd, 3rd, . . . 
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O, oh 


Since the simple forms firsts second, and so on can be either 
adjective or adverb, the forms in 4y {firstly) arc unnecessary. 

(Sn also •Fractions, *Moncy ) 


O Speakers of English vary in their pronunciation of the o 
sounds as they do of the a sounds Pronunciation of particular 
words, especially with short o, can be indicated only roughly be- 
cause of this widespread variation Three general types of o can 
be distinguished 

1. ‘Long o’ (o), the sound in oh, oats, note, soldier, sew, trous- 
seau (trob'so or trob so') 

Before an r the sound of long o is somewhat modified, as in 
door (dor), and may approach “open o” (6), as in some pronuncia- 
tions of horse, born, and so on 

In unstressed and rapidly spoken words the sound of long o is 
shorter and may differ in quality obey (oba' or aba'), hotel 
(ho tel') 

2. ‘Short o’ (o) A rounded short o is not very frequent and is 
more characteristic of New England than of other parts of the 
country The more common American sound is the unrounded or 
“open o” (6) or, especially m Western English, broad a (a) sojt (soft, 
saft, soft), pond (pond, panel, pond) Since there is no single pro- 
nunciation of these words throughout the United States, the symbol 
o IS used for them without indicating the regional variants 

3. ‘Open o’ (6), most clearly identified in its spelling aw {law, 
lawn, spawn) but also the vowel sound in lord, all, fault, fought, 
taught (lord, 61, folt, fot, tot) 

In slighted syllables o may spell the neutral vowel a actor 
(ak'tar), nation (na'shan), button (but'an), or it may entirely dis- 
appear as in most people’s pronunciation of chocolate (chok'lit) or 
sophomore (sof'mor or at most sof'mbr). 

O represents several other vowel sounds 65 as m move, oo as 
in wolf, and a as in son, money, u as in wor\ 

(See also *ou ) 

O, oh O IS always capitalized, and usually it is so closely related 
to some other word, often a name in direct address, that it is not 
followed by a mark of punctuation: 

O dear, I suppose so O yes. O God, unseen, but ever near 
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Objective case 

Oh IS an exclamation, followed by a comma if the force is 
weak, by an exclamation mark if the stress is strong It is capital- 
ized at the beginning of a sentence, but not in the middle of a 
sentence Oh* Don’t do that* Oh, I wish he would 

In informal writing the distinction between O and oh is not 
always kept, and O is often found where traditional usage would 
have oh. 

Objective case See ^Accusative case. 

Objects 1. Direct objects, (a) An object of a verb is the noun ele- 
ment (noun, pronoun, noun clause) following a verb and directly 
related to it In meaning it ordinarily names what is affected or 
effected by the action of the verb, in certain pronouns the accusative 
case form {me^ htm^ her^ us^ them^ whom) m addition to position 
identifies the object 

They made the boat themselves Terry chased the cat up a tree 

He took her to the three formals of the year 

I didn’t believe that he told the Uuth 

Occasionally, for emphasis, the object precedes both the subject 
and the verb 

This boat [object] the boys [subject] built themselves 

b) It has been conventional to call the object in certain passive 
constructions a “retained object,” but since the position and the 
relation to the verb are not different from the typical object’s, it is 
simpler to say that a passive verb may take an object. 

He was given a subscription to a book club 

2. Indirect objects. With verbs of asking, telling, giving, and so 
on, there is often an indirect object that names the receiver of the 
message, gift, etc 

He gave the church a memorial window 

In desperation she showed him the snapshot album 

The indirect object comes before the direct object, as in the sen- 
tences just given, except when it is a prepositional phrase. 

He gave a memorial window to the church 

In desperation she showed the snapshot album to him 

3. Of prepositions. The object of a preposition is the noun ele 
ment whose relation to some other part of the sentence is shown 
by the preposition, as some other part of the sentence is the object 
of to and the preposition is the object of by m this sentence. The 
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one 


what clause in “Your grade will depend chiefly on what you do on 
the examination' is the object of on. (See ’^Prepositions ) 

4. Of adjectives. A few adjectives take objects 

It was worth a fottune 

Are you sure that she will come? 

He IS like hts father 

Obsolete Obsolete describes a word no longer used (like eft — 
“again”) or a meaning no longer used (like can in the sense of 
“know,” dole in the sense of “grief”). See Chapter 2, “Obsolete 
expressions,” page 56. 

occasion, occasional, occasionally If you realize that with two s's 
occasion might be mislead as okash'i;i (like passion) and that 
occasion is pronounced o ka'zhsn, you may not be so likely to mis- 
spell these words. Two ^'s and one s 

-oe- Sec *-ae-, -oe-. 

of, off Besides its use as a preposition of numerous meanings, of 
IS used to make the phrasal genitive of a man ^ man s^ and so on 
Of IS frequently used in colloquial doubling of prepositions — 
inside of, off of, outside of Inside of and outside of are also used 
in informal writing, but not off of, which should be reduced to off 
“He stepped off fofj the sidewalk” 

The colloquial contraction 've for have is often carelessly writ- 
ten of I ought to have [not to of\ gone then 

often Pronouncing the t is usually a localism, but it is sometimes 
sounded in singing to make a more emphatic second syllable Oft 
IS archaic, used by amateur poets who have to count their syllables, 
and oftentimes is a colloquial expansion. 

oh See *0, oh 

OK, O.K. Business and colloquial English for “correct, all right, 
approved” “1 he foreman put his OK on the shipment ” Occa- 
sionally spelled of{ay, o\eh As a verb the forms are OK, OK ed 
or OK’d, OK’ing 0\e and o\eydo\e are slang 

one 1. The use of the impersonal pronoun one is characteristically 
formal, especially if it must be repeated 

Formal One can’t be too careful, can one 
Informal You can’t be too careful, can you^ 

It IS difficult, too, I find, to be as frank in talking with women as with 
men, because I think that women tend more than men to hold a preconceived 
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-one 


idea of one’s character and tastes, and it is difficult to talk simply and natur- 
ally to any one who has formed a mental picture of one, especially it one is 
aware that it is not correct But men are slower to form impressions, and thus 
talk is more experimental, moreover, in talking with men, one encounters 
more opposition, and opposition puts one more on one’s mettle — A C 
Benson, From a College Window^ p 75 

This repetition of one^ often to avoid /, often when you would 
be more natural, is deadly. American usage stands firmly by older 
English usage in referring back to one by pronouns of the third 
person — hCy his^ him (or she^ her) 

One is warned to be cautious if he would avoid offending his friends and 
bringing their displeasure down upon his head 

(See •they, *you ) 

2, One may be used to avoid repeating a noun in the second of 
two compound elements: 

Fred took the new copy and I took the old one 

The plural ones is often used 

She has two velvet dresses and three silk ones 

3. One IS very often *deadwood, taking emphasis from the ad- 
jective which carries the real meaning 

The plan was certainly [an] original [one] 

(Reference Fries, pp 245-46 ) 

-one One is written solid with any-, every-, some- in making an 
indefinite pronoun, but when the one is stressed it is written as a 
separate word 

Anyone can do that Any one of the four will be all right 

Everyone may study late Every one of us was surprised 

Someone ought to tell her Some one of the plans will work 

(See *any % 2, *cvery and its compounds, ♦some and compounds ) 

one of those who In written English the clause following one of 
those who and similar locutions is plural 

He IS one of those people who believe in the perfectibility of man \Who 
refers to people ] 

That’s one of the books that make you change your ideas [That refers 
to books ] 

Colloquially the singular is often heard: 

He IS one of those people who believes in the perfectibility of man. 
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onto— on to 


only 1. The importance of the position of only has been greatly 
exaggerated Logically it should stand immediately before the ele- 
ment modified. 

I need only six more to have a full hundred 

But usage is not always logical, and in this construction it is con- 
spicuously in favor of placing the only before the verb of the state- 
ment There is no possible misunderstanding in the meaning of 

I only need six more to have a full hundred 

There are instances in which the placing of only can make a 
foolish or a funny statement (with only a face that a mother 
could love) But placing only with the verb is a characteristic and 
reputable English idiom 

In reality we only have succession and coexistence, and the “force” is some- 
thing that we imagine — Havelock Ellis, The Dance of Life, p 91 

They only opened one bag and took the passports in and looked at them 
— Ernest Hemingway, The Sun Also Rises, p 94 

2. The same is true of et/en, ever, nearly, just, exactly, and such 
limiting adverbs, though they are used much less than only, and 
some of them only m formal English, so that the idiom is not so 
common Like only they can be placed so that they spoil the 
emphasis 

The way I can stand in front of a store window and persuade myself that 
I need some novel article even surprises me [better surprises even me] 

3. As a coordinating coa| unction, meaning but, only is chiefly 
colloquial I’d love to come, only I have to study for an exam 

Onomatopoeia See ^Imitative words and phrases 

onto— on to When on is an adverb and to a preposition in a sepa- 
rate locution, they should of course be written as two words 

The rest of us drove on to the city 

When the words make a definite preposition, they are usually 
written solid 

The team trotted onto the floor They looked out onto the park 

Onto is frequently used as a colloquial double preposition when 
on or to by itself would be used in writi;ig 

They finally got on [Colloquial onto] the bus 

The crowd got to [Colloquial onto] James Street 
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or 


or IS a coordinating conjunction and, like and^ but^ or /or, should 
connect words or phrases or clauses of equal value. (See ’•^Coordi- 
nating conjunctions, ^Compound sentences) 

Words He must be drunk or crazy 

Phrases We could go by car or by train 

Clauses We could go by car or we could go by tram 

Two subjects joined by or take a singular verb if each is singular, 
a plural verb if both are plural or if the one nearer the verb is 
plural* 

Cod liver oil or halibut oil is often prescribed 

Cod liver oil or cod liver oil capsules have the same effect 

Cod liver oil capsules or cod liver oil has the same effect 

The second construction would usually be used instead of the third 
Or correlates with either and sometimes in informal English 
with neither 

Either e'^ar or i'Miar is correct 

Informal Neither a'thar or I'thar is widely used in America 
Formal Neither a'fhar nor i'tfear is widely used in Ameiica 

(See ♦Correlative conjunctions ) 

-or, (-our) American spelling prefers -or in such words as coIok 
governor^ honor When referring to Jesus Christ, Saviour is fre- 
quently spelled with the u but in other senses without it Glamom 
still survives, but the u is rapidly being dropped from this word 
British usage is divided on this point, though of course to an 
American reader the words in -our are conspicuous Fowler said 
that the American change to -or has actually hindered the simplifi- 
cation that was going on in England 

Those who arc willing to put national prejudice aside & examine the 
facts quickly realize, first, ibat the British -our words arc much fewer in 
proportion to the -or words than they supposed, &, secondly, that there 
seems to be no discoverable line between the two sets so based on principle 
as lo serve any useful purpose By the side of favour there is honor, 
beside ardour pallor, beside odour tremor, & so forth Of agent-nouns savtouj 
(with Its echo pavtour) is perhaps the only one that now retains 
governor being the latest to shed its — H W, Fowler, Modern English 

Usage, p 415 

In quoting directly from British writings and in referring to 
British institutions, like the Labour party, their spelling should 
be exactly followed; otherwise use -or. 

(References Fowler, “-our & -or”, Oxford English Dictionary y “-or”, John Benbow, 
Manuscript & Proof (New York, 1937), pp 75-77, discusses spelling in American 
books that arc to be circulated in England ) 
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Origin of words 


oral^ verbal Strictly, oral means “spoken,” and verbal means “in 
words”; but verbal has been so long used in the sense of oral that 
the sense is recognized in dictionaries 

He delivered an oral message He had only a verbal agreement 

Ordinal numbers See ^Numbers § 5 

Organization of papers See ^Outline form, and Chapter 1, “Plan- 
ning the paper,” page 13. 

Origin of words 

1. The study of word origins. 2. New words. 3. Changes in form 

of words. 

1. The study of word origins. The words that we use all have 
histones Some, like chauffeur^ mores^ television^ parapsychology y 
are relatively new in English; some have been in the language 
for centuries, like homCy candle^ go, kitchen, others have recently 
added new meanings, as antenna^ a biological term for the “feelers” 
of insects, probably now means for most people a piece of radio 
equipment Etymology^ the study of word origins, traces the changes 
in spellings and combinations of word elements (as in disf service y 
ivtld/nessy bath/ roomy room/ mate) and pursues the word or its 
component parts to Old English and beyond or to a foreign lan- 
guage from which it came into English, and so on back to the 
eailiest discoverable forms Of some words, especially colloquial 
words like diidcy stooge, rumpus, the origin is unknown; for others, 
like OK or blizzard, it is debated But the efforts of generations of 
scholars have discovered pretty full histones for most words These 
are given briefly in most dictionaries and more fully in the Oxford 
English Dictionary and in special works 

Most people working with words have some curiosity about 
where they come from and about how new ones can be made They 
find that our everyday words in general come down directly from 
Old English {brother, go, house, tell), or if they are of foreign origin, 
that they were borrowed many centuries ago {candle, debt, pay, 
travel) The vocabulary of high society has many French words, of 
both early and recent borrowing {debutante, gallant, fiancee). The 
vocabulary of philosophy and abstract thought has a large Latin 
element {concept, fallacy, rational, idealism), and the vocabulary 
of science has many Greek words {atom, hemoglobin, seismograph). 

The sources of words will often reveal something about our 
history, as the many Norman French and Latin words in law 
{fine, tort, certiorari, subpoena) remind us of the time, following 
1066, when the government of England was in the hands of the 
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Norman French But it is more important to discover what mean- 
ings the words have had, in their earlier career in English and in 
the foreign languages from which they have come. These early 
meanings have often left traces in the suggestive value of the words, 
and often even abstract words, which once had specific, concrete 
meanings, may become more vivid when their histones are known 
Superctlium in Latin meant “eyebrow,” so that our superctltous sug- 
gests a scornful lifting of the eyebrow Rehearse is from a French 
word meaning to “harrow again” Sarcophagus is, according to 
Its Greek originals, “a flesh eater,” referring to the limestone coffins 
that hastened the disintegration of bodies Profane (Latin) meant 
“outside the temple” and gathered the meaning of “against religion, 
the opposite of sacred.” Alcohol goes back to an Arabic word for 
a finely ground powder, used for painting eyelids, and from its 
fineness the word became applied, in Spanish, to specially distilled 
spirits, and so to our alcohol. 

Following up the biographies of words is interesting — it makes 
a good hobby — and it very often will sharpen a writer’s sense for 
the exact meaning and for the suggestion carried by a given word 
Such results are personal and depend on finding bits about a word's 
past that appeal to you This article chiefly presents the various 
ways in which words have arrived and are still arriving m English 
There are two general processes — making new words, either created 
or borrowed, and compounding or clipping words and parts of 
words that are already in the language Then this stock of words 
is increased in usefulness by changes in meanings of the already 
established forms. 

2. New words, (a) Creation of words. Outright creation of 
words IS rare Even gas,, first used by Von Helmst, a Belgian 
scientist, probably had the Greek chaos or some Dutch or Flemish 
word behind it Koda\ is probably an actual creation, as are some 
other trade names Popular words like dud, burble were also crea- 
tions, good sounding words someone made up. ^Imitative words 
like buzz, honk,, swish, whiz are attempts to translate the sounds 
of nature into the sounds of language Various exclamations of 
surprise, pain, scorn started unconsciously — ow, ouch, fie, p hooey 
— but they became regular words, used by anyone. But most words 
now used by English-speaking people have a background in already 
existing words or elements of words. 

Occasionally a person coins a word for a particular statement, 
known as a nonce word (used but once). One might write that a 
certain person “was the acme of hasbeenivity” and hasbeenivity 
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would be a nonce word, and would probably remain one. As a rule 
arbitrary coinages do not stick. Of the large group suggested by 
Gelett Burgess (in Burgess Unabridged) not many are used, and 
only two have made the serious dictionaries {blurbs Many 

similar words used in localities or in particular families, perhaps 
originated by children, never become part of the language. 

b) Borrowed words. English has always borrowed words freely, 
from Latin, German, French, and from less dominant languages 
with which English-speaking people have come in contact. It has 
assimilated words of quite un-English form \ha\t (Hindustani), 
seersuc\er (Persian, Hindustani), tycoon (Japanese), s}{i (Norwe- 
gian), hors d' oeuvres (French), intelligentsia (Russian). The va- 
rious words for porch y itself Norman French but the oldest and 
most English-seeming of the group, come from various languages: 
piazza (Italian), /7or//d*<9 (Italian), stoop (Dutch), veranda (Anglo- 
Indian). 

Dictionaries, histones of English, and books on language detail 
the story of past English borrowings. The process is still going on, 
though perhaps more slowly than at some periods Some words 
come into English at the formal level and remain formal words* 
intelligentstay bourgeois^ c he f^d* oeuvre y ob]et d'arty Zeitgeisty An^ 
schlussy and many others of political, philosophical, scientific, or 
literary bearing Sphygmograph and many other scientific words 
are recent compoundings of Latin and especially of Greek words 
which are not otherwise in English usage — so that they may be 
legarded as borrowings as well as compounds Other words come 
in at the informal level, especially when large numbers of people 
go abroad, as during a war {bochey camouflage y poiluy ersatz) or 
when a foreign invention becomes suddenly popular, as in chauf- 
feuty garagCy chassis, tonneau of the automobile vocabulary. Some 
words brought by immigrants have stuck sauerkraut, \ohlrabiy 
pronto, pinon, kosher, shtllalah {shillaly), goulash 

Many are dropped before they gam any general currency. The 
useful words are more or less adapted to English spelling and pro- 
nunciation and become true English words See ^English language, 
and for suggestions about the use of recently borrowed words, 
^Foreign words in English, 

3. Changes in form of words, (a) Word composition. Most 
new words are made by putting together two or more word ele- 
ments to make a new word of different meaning or function, as 
un- added to interesting gives a word of the opposite meaning, 
uninteresting, or -ize added to the noun canal gives a verb, canalize. 
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The elements may be a prefix placed before the root word {mts- 
related) y or a suffix added (fooltsh-ness) y or a combining ele- 
ment like mono- {mono-syllable y mono-rad) y or two independent 
words built together {boo\<asey bas\et-bally gentle-man). *Group 
words like high schooly out of towny though not written as single 
words, could be included as a type of word composition. 

A list of prefixes and suffixes that arc still active in English would 
take several pages. A few of the more common prefixes are: 

*a- (not) asymmetrical, amoral, atypical 
ante- (before) anteprohibiiion era 
anil- (against) aniiprohibition 
bi- (two) bivalve, biplane, bicycle 
dis- (not) disinterested, dispraise 
in- (in) income, impart, instill 
in- (not) inelegant, impractical 
mis- (wrong) mistake, misnomer 
*pre- (before) preview, prenatal, pre-empt 
*re- (again) revise, redecorate 
up- (up) upend (verb), upswirl (noun) 

A few suffixes arc: 

-en (to make a verb) heighten, lighten, weaken 

-ful (full) playful, spoonful 

-fy (to make) electrify, horrify 

-ish (to make an adjective) dryish, foolish, smallish 

-ize (to make a verb) circularize 

Combining elements include a number of words or roots, manv 
of them Greek. 

-graph- (writing) biography, photograph 

micro- (small) microcosm, micrometer, microphone 

mono- (one) monotone, monorail 

-phil- (loving) philanthropy, philately, Anglophile 

-side- sidewall, sideswipe, ringside 

-smith locksmith, silversmith, gunsmith 

-trop (turning) geotropic, hehotropic 

For more complete lists of prefixes, suffixes, and compounding 
elements see Kennedy, pages 335-51. 

Sometimes unnecessary and unused elements are added to words, 
as in \tr\regardlessy ortgm[atton\. For such words see *Long 
variants. 

Several pairs of prefixes and suffixes have the same meaning, so 
that two words of the same meaning but somewhat different in 
form exist side by side, especially words with tn- (not) and un- 
and nouns with -nessy -ttyy or -twn: 
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andness, aridity indistinguishable, undistinguishable 

completeness, completion torridness, torridity 

corruption, corruptness unobliging, disobliging 

ferociousness, ferocity unrobe, disrobe 

humbleness, humiliiv 

When such a pair exists, take the one that is more familiar to 
you or that fits best in the rhythm of the sentence But try not 
to make your style conspicuous by coining a form when there is 
already a similar word in good use The only sure way to know 
IS to consult a good dictionary 

b) Blends Informal and colloquial English have a number of 
words that show the liberties that the users of language have 
always taken with their words and always will take Some of their 
experiments have proved useful and have become a part of the 
mam English vocabulary 

One common type is blends^ or portmanteau words, made by 
telescoping two words into one, often making a letter or syllable 
do double duty Squish is probably a blend of squirt and swish, 
electrocute of electro- and execute^ avigation of aviation and navi- 
gation Many “T/mcwords’* are blends cinemactress^ socialite^ 
P W Administrator, and they are common m business servicenter, 
corrasable (a paper — correct plus erasable) ^ the names of many 
firms and products, like Socony^ Nabisco^ Richlube In colloquial 
humor they abound posilutely^ absotively^ solemnc holly y absogosh- 
darnlutelyy and also in more serious conversation, often presenting 
two ideas at once snoopervize {snoop — supervize)^ politric\Sy hap- 
penstance y anecdotage, danguage They are specially useful in a 
humorous context oi m one of suggested dispraise 

c) Clipped words One of the commonest types of word change 
is clipping, dropping one or more syllables to make a shorter and 
more speakable form ad from advertisementy bus from omnibus^ 
taxi from taxicab (earlier from taximeter cab)y quote from quo- 
tatioiiy mob — an eighteenth century clip from mobile vulgus — 
autOy rnoviCy planCy phoney FriscOy and so on *Shoptalk has many 
clips — miJ{e foi microphone or mtci ometei y and so on The speech 
of any closely related group is full of clips, campus vocabulary 
shows a full line eCy home eCy poly sciy giady proniy dorniy ad build- 
tngy varsity y laby exam, gym, prof, pie-med, and scores more 

Clipped words are written (when they are appropriate to the 
context) without apostrophe or period, as they stand in the para- 
graph above 

d) Back formations A back formation differs from clips like 
exam and auto chiefly in that it is formed on analogy with other 
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words and is usually needed to serve as a different part of speech. 
Beg was formed from beggar^ corresponding to hunt^ hunter A 
number of back formations have made their way, like diagnose 
from diagnosis y edit from editor, some, like ^enthuse, are slowly 
making their way into the common vocabulary; but most arc 
formed m fun, like burgle^ and are used either in humor or in a 
derogatory sense, like orate. Donate seems unnecessary, since we 
have give^ but enthuse is more justifiable, since it takes the place 
of the clumsy be enthusiastic over, 

e) Common nouns from proper names A number of words 
have come into general use because of some association with a person 
or place boycott^ from the name of an Irish land agent who was 
“boycotted”; macadam^ from the name of the inventor of the road 
surface, John L. MacAdam; sandwich, from an Earl of Sandwich, 
Jersey, from the island of Jersey; madras from Madras, India 

f) Playful formations Blends and back formations are likely 
to have a playful note and so do some other word shifts that can’t 
be classified, except that they often represent a popular pronun- 
ciation, like nooz or colyumist Colyum and colyumist are making 
their way, since they make it possible to point out a particular 
kind of column Some, like hire education, are convenient puns 
Some become quite generally used dingus, doodad, beanery, sock- 
dolager, Jalopy seems a perfect word for its meaning 

Watching these recent and familiar formations may lead to a 
study of the earlier and less obvious origins of words in the gen- 
eral English vocabulary 

(References The great authority on the origin of English words is the Oxford 
English Dictionary i and now the Dictionary of American English is supplementing it 
for words peculiar to the United States 

Besides general books on English, the following pay special attention to origin of 
words Otto Jespersen, Growth and Structure of the English Language (various edi- 
tions), George H McKnight, English Words and Their Backgrounds (New York, 
1923), Picturesque Word Origins (Springfield, Mass, 1936), H F Scott, W. L Carr, 
G T Wilkinson, Language and Its Growth (Chicago, 1935), Kennedy, ch 9 ) 

Originality is applied to writing in two somewhat different senses . 

1. The first refers to material. Material is “original” when it is 
gathered by the writer from his experience, from his observation 
of people, events, or places, or from documents like letters, news- 
papers, and other sources that have not been worked over. Sec- 
ondary or secondhand material has been worked over by someone 
else, as in textbooks, encyclopedias, most magazine articles and 
books. This material has been organized and given form in words. 
Original material has to be sorted, selected, and laid out by the 
writer. Obviously one can learn more and find more profitable 
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practice in handling original material than in handling secondary 
material. 

Most student papers should contain some original material. The 
content may come entirely from the writer’s experience. At least 
the central idea, the purpose can come from his present desires, 
some of the examples, details, or applications can come from his 
observation, and the opinions and the point of view can represent 
the way he thinks Merely rewriting a magazine article is not a 
profitable exercise m composition Putting together material from 
several such secondary sources is more useful, since it requires selec- 
tion and comparison of material But the most useful work for 
growth in writing is in composing papers m which a good deal of 
the material is original. The writing is a litde harder, but it is 
more fun, and the gam is much greater than in simply working 
over what others have done Compare ^Plagiarism. 

2. Originality in expression, m style, is a different matter. The 
English language has been used a long time, and absolutely new 
words and phrases are rare. The most threadbare figures and 
phrases can be avoided, and an honest attempt to tell exactly what 
the writer sees and believes will ordinarily result m straightfor- 
ward, readable writing, which is more valuable than mere novelty. 
The one sure fact is that striving too hard for originality is almost 
certain to result m strained writing, uncomfortable to writer and 
reader alike When a style deserving the label “original” appears. 
It is usually the byproduct of an active and independent mind, not 
the result of trying to be different. 

Orthography means spelling. See Chapter 6, Spelling, page 155, 
and ^Spelling 

other m ^Comparison of adjectives and adverbs §§ 1, 2. 

ou represents the sound of ou in bout, out, house, of ow m cou^ 
(kou), of ough m bough (bou). 

Words spelled with ou are variously pronounced* trouble 
(trub'l), soul (sol), soup (soop), trousseau (trob'so). 

-ough (-augh) A handful of words containing -ough and -augh 
are one of the minor scandals of English spelling. They are com- 
mon words, so that children learn most of them well enough — but 
It IS hard to believe they should be asked to do so. 

The objection to these forms is not so much that they are 
cumbersome, as that they “spell” such different sounds— -although, 
bough, cough, thorough, through, bought, taught. This can be ex- 
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plained by the history of the pronunciation of the individual words, 
chiefly by the fact that the pronunciations now generally current have 
come from different localities of early English speech — but that 
docs not defend them. 

At present altho and tho and to a less extent thru and thoro are 
widely used in familiar writing and are commonly used in business 
writing, especially in advertising. They are used in a number of 
periodicals and in some books, though most publishers still go b\ 
traditional stylebooks. They are given as alternative spellings in 
the recent dictionaries In a questionnaire answered by over a hun- 
dred college and university English teachers, nearly one half al- 
lowed or encouraged the use of these forms in themes They arc 
still out of place in formal writing, and their use in informal writ- 
ing should depend chiefly on their appropriateness to other traits 
of style and to the expectations of readers. 

ought See ’“'have § 4 for had ought and hadn't ought, 

-ous, -us -ous IS an adjective ending: fictitious^ ominous, -us is a 
noun ending’ cactus^ campus^ impetus, (See Chapter 6, Spelling, 
page 155 ) 

Outline form Correction: Revise the form of your outline according 
to the directions given in this article. 

1. Types of outlines. 2. Outline technique. 3. Position of outlines. 

An outline is a schematic statement of the material that has been 
or that is to be presented in an article, showing the order of topics 
and the general relationship between them. An outline can test 
the organization of a paper that has been written But the chief 
purpose of outlines is to make writing both easier and more effec- 
tive. Once the material has been laid out, writing is relatively easy 
You can focus on one stage at a time. You can see how the whole 
will shape and won’t have to worry whether to put this m here 
or wait until later — you can write with confidence. Short, simple 
papers do not need formal outlines, though often some scratch 
notes will be handy. But the longer the paper and the more com- 
plicated the material, the more important a plan, represented by 
some sort of outline, becomes. 

The way an outline grows out of the material you have decided 
to present in your paper is described in Chapter 1, “Planning the 
paper,” page 13. This Index article takes up questions of forms of 
outlines. 

1. Types of outlines, (a) Scratch outune. Most writing is 
done from very casual notes jotted down with due attention to 
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meaning but without regard to form of the notations. The points 
are grouped according to some system of the writer’s own devising. 
This IS proper, and more themes should be written from such in- 
formal notes. Since this outline is an entirely personal document, 
not to be shown to anyone else, there is no point in making sugges- 
tions for It. Every writer should work out some method by which 
he can help himself sort out and organize his material and can make 
It easier for him to write an orderly paper. 

b) Topic outline. The most common type of formal outline 
IS the topic outline The subjects are noted in brief phrases or 
single words, numbered consistently as they are in the following 
example 


I Have Learned to Work [Title] 

Learning to work in my early years has given me money for clothes and 
for my college education and has established habits that have been useful in 
many ways [Sentence statement] 

I. Early formation of work habits [Main head] 

A Parents* warning against the evils of idling [Subhead] 

B Required chores for all children in my family 
C A newspaper route for fun and profit 
II. Summer vacation work during my high school years 
A Necessity of earning money 

1 For various school acUvities 

2 To save for mv future college expenses 
B Ways and means 

1 Selling popcorn and candy at baseball games 

2 Selling magazines and subscriptions 

3 Acting as lifeguard at seashore resort 
III Beneficial results of this work 

A Practical results 

1 Many additional clothes and social activities 

2 A bank account for my college expenses 

3 Skills and contacts valuable for getting jobs during college 

vacations 

B More permanent results 

1. Strengthening of character 
a Avoiding mischief 
b Habit of industry 

2 Realization of value of money 

3 Carry-over of work habits into academic life 

4 Development of self-reliance 

c) Sentence outline. A sentence outline differs from a topic 
outline only in that each head and subhead is a complete sentence. 
It IS more formal, requires more effort to draw up. Its chief advan- 
tage IS that It forces the outhner to think through his ideas more 
thoroughly in order to give them more complete and elaborate 
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statement. The following outline is for a paper based on Stephen 
Cranes The Red Badge of Courage. 

The Transformation of Henry Fleming 

Henry Fleming’s romantic ideas of war were destroyed in his first battle, 
from which he ran away but to which he returned and by overcoming his 
fear regamed his confidence and became a man 

I Henry’s boyish idea of war underwent a change on the eve of battle 

A He had enlisted because he thought of war romantically and 
pictured himself performing heroic feats 
B A few days before his regiment was to have its first engagement, 
his idea of the glory of war was modified 

1 He observed his fellow soldiers, listened to their boastful 

remarks 

2 He began to doubt his own courage, feared he might run 

from danger 

II He failed in the first test 

A As the regiment went into the firing line, he wished he had 
never enlisted 

B For a time he remained in the line and did his duty 

1 He was bewildered 

2 Feeling himself to be in a ‘ moving box,” he did as the 

others did about him 

C Overcome by fear, he finally tui ned and ran to the rear 
D As a skulker, he had a miserable experience 

1 Discovering that his regiment had unexpectedly held its 

ground, he felt cheated 

2 Joining a column of the wounded, he was shamed when 

asked about his own wound 

III He regained his self-confidence 

A Dealt a blow on the head by a deserter, Henry rejoined his 
regiment, expecting to be ridiculed 

B When his fellow soldiers assumed that he had been wounded in 
action, Henry saw that his cowardice had passed unnoticed 
C In the next day’s battle he acted creditably 

1 Enraged at the enemy, he fought furiously and desperately 

2 Praised by his lieutenant, he saw himself in a new light 

3 He became color bearer and urged his fellows on to the 

charge 

IV After this engagement, Henry was no longer his old self 

A He had had a chance to see himself in a new perspective, 

B For a time he was tortured by thoughts of his cowardly conduct 
of the first day 

C. Then he rejoiced at having become a man and overcome fear 

d) Paragraph summaries. It is sometimes helpful to prepare for 
writing a short paper by jotting down in advance the topic of each 
paragraph. This method would not work well for long papers, 
because it does not distinguish subheads. This is the only type of 
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outline in which the entries correspond exactly to the paragraphs 
of the paper. 

2. Outline technique. Most of the conventions of outline form 
are shown in the examples just given, but they may be worth iso- 
lating for comment. 

a) The title The title of the paper should stand over the out- 
line, but It IS not a part of the outline and should not be numbered 
The heads should carry their full meaning and not refer back to 
the title by pronouns 

b) Sentence statement It is a good idea to put between the 
title and the first main head a sentence stating the subject and scope 
of the whole paper. If this is done it should be a full, meanmgful 
sentence, not a mere announcement of the topic. 

c) Numbering systems. The most widely used numbering sys- 
tem alternates letteis and figures, as shown in the examples in this 
article Avoid intricate or confusing schemes of numbering. 

d) Indention Write the mam heads flush with the left margin 
and indent subheads two or three spaces — enough to make them 
clearly in a different column — from the left, as shown in the exam- 
ples Heads that run over a single line should be further indented, as 
in the sentence outline in Ic 

e) Punctuation and capitalizing No punctuation is needed at 
the end of lines in a topic outline. In the sentence outline the punc- 
tuation should follow regular sentence practice as shown in the ex- 
ample Only the first word of a head and proper names are capi- 
talized an outline head is not a title. 

f) Meaningful heads Each head should be meaningful, under- 
standable by Itself This outline is useless 

My Vocation 

I The work I am interested in 

II Why I prefer this type of work 

III What my responsibilities would be 

IV Some of the attractions of this position 

V, The chances for success 

VI Why I want this particular position 

A more exact statement of topics would show that II and IV belong 
together, and very likely V and VI as well. 

Subheads should carry full meaning. General labels like “Causes” 
or “Results” are useless, as are these from an outline for “The House 
of Morgan”: 

A. Started by Junius Spencer Morgan 
1. What he did 
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B. Succeeded by J P Morgan I 

1 What he did 

C, Succeeded by the present J P Morgan 

1 What he is doing 


Meaningful heads are especially important in outlines which are 
to be made part of a finished paper or to be shown to someone for 
criticism. 

g) Heads of equal importance The main heads of an outline, 
those usually marked by Roman numerals, should be of equal im- 
portance to the subject they show the several main divisions of 
the material Similarly, the first line of subdivisions of these heads, 
those usually marked by capital letters, should designate logical and 
equally important divisions of one phase of the subject. The same 
principle applies to further subdivisions under any subhead. 


Equal headings 

Books I Have Enjoyed 

I Adventure stones 

II Historical novels 

III Character studies 

IV Autobiographies 

V. Books on ethics and religion 


Unequal headings 

Books I Have Enjoyed 

I Adventure stones 

II Historical novels 

III Treasure liland 

IV Autobiographies 

V What I like most 


h) Headings in parallel form Parallel heads or subheads are 
expressed m parallel grammatical form A sentence outline should 
use complete sentences throughout, not lapse into topical heads; a 
topic outline should use topic heads, not sentences Topic heads 
or subheads should use phrasing parallel to that of other heads 
of the same rank, that is, the heads in a particular series should be 
all nouns or all adjectives or all phrases, or whatever is the most 
appropriate form. 


Parallel heads 

The Art of Putting 

I The stance 

II The grip 

III The back-swing 

IV. The contact with the ball 

V. The follow-through 


Heads not parallel 

The Art of Putting 

I The stance is fundamental 

II The grip 

III Importance of the back-swing 

IV Stroking the ball 

V. Follow through with care 


i) Division of topics Since a topic is not “divided” unless there 
are at least two parts, an outline should have at least two subheads 
under any mam head. For every heading marked / there should be 
at least a //, for every A there should be a B, and so on. 
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Proper subdivision 

The Tripartite System of 
Government 

I. The executive branch 
A President 
B Cabinet 

II The legislative branch 
A The House of Rep- 
resentatives 
B The Senate 

1 Special func- 

tions 

2 Special privi- 

leges 

III. The judicial branch 

A The Supreme Court 
B Lower courts 


Illogical single heads 

The Tripartite System of 
Government 

I. The executive branch 

A President and Cabinet 

II The legislative branch 
A The House 
B The Senate 

1 Functions 


III The judicial branch 

A The Supreme Court 


A single detail may be included in the statement of heading, as, 
for an organization in which the whole executive power lay in the 
president 

I The executive branch (The President) 

Sometimes an exception is made for an outstanding illustrative ex- 
ample, which may be put in an outline as a single subhead* 

B Injustice of grades in figures 

I Example My almost-Phi Betc roommate 

j) Introduciions and conclusions. Dividing a paper into ‘T. In- 
troduction — II Body — III. Conclusion” is bad practice The intro- 
duction and conclusion to paper are usually too short to need a 
special heading — the paper is all body. The first and last topics are 
from the main body of material, chosen with a special view to their 
fitness for meeting and for leaving a reader See Chapter 7, “Begin- 
ning paragraphs” and “Concluding paragraphs,” pages 195, 198. 

3. Position of outlines. An outline of less than half a page may 
stand on the first page of a paper, and the text can begin below 
It. A fuller outline should stand on a page by itself and be placed 
before the first page of text. 

out of date Out of date, out of doors, out of town are hyphened in 
formal writing when they stand before a noun but not necessarily 
in informal writing: 

Formal He has an out-of-date model 

Informal He has an out of date model 

General His model is out of date (In predicate) 
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over- Compounds with over are not usually hyphened: 
overanxious overalls overdraft overseas 

owing to See *due to. 

P 

I IS characteristically pronounced as in purr^ tipy puppy. It is 
silent in a few common words {raspberry y cupboardy receipt) and in 
a number of words from Greek — pneumoniay psalniy psychology. 
After niy p is often silent in such words as empty (em'ti), and a p 
IS generally sounded after m in words such as dreamt (drempt) and 
warmth (wormpth). In pumphtriy two pronunciations are recog- 
nized, pump'km and pung'kan. 

paid (payed) Paid is the spelling of the past tense and past parti- 
ciple of pay (He paid his bills) in ^11 senses except payed out a Itney 
ropey etc,y and occasionally in that sense also. 

pair In informal usage the plural of pair is pair when it comes after 
a number, six pair of socks In other positions pairs is the usual 
plural. 

pants— trousers In formal usage the word for men’s breeches is 
trousers y in the other levels the word is pants 

Paradox See ^Epigrams 

Paragraphs Correction: This paragraph is unsatisfactory. Revise or 
rewrite it The most common faults in paragraphs are 

1. Underdevelopment — Lack of details to establish the picture or 
statement intended 

2. Lack of connection — Either actually unrelated statements put 
together, or the existing relation between statements not made clear 
to a reader. 

(Paragraphs are fully discussed m ch 7, Writing Paragraphs, p 169, and ch 8, 
Kinds and Qualities of Paragraphs, p 209 These two chapters include the following 
topics 

Chapter 7 1 “Materials of paragraphs” (p 171) Details, Opinions and generaliza- 
tions, Comparisons and contrasts, Qualifying statements. Relationships between facts, 
Development of paragraphs 2 “Paragraphs in the making” (p 182) Visualizmg 
paragraphs. Focusing statements, Actual writing. Revising, Manuscript form 3 “Con- 
nection within paragraphs” (p 191) 4 “Transitions between paragraphs” (p 193) 

5 “Beginning paragraphs” (p 195) 6 “Concluding paragraphs” (p 198) 

Chapter 8 1 “Kinds of paragraph development” (p 210) Narrative, Descriptive, 

Association, Support, Climax 2 “QualiUes of paragraphs” (p 225) Development, 
Movement, Continuity, Emphasis 3 “Analyzing paragraphs” (p 226) 





Parentheses ( ) 


Parallel constructions Correction: Make the two or more elements 
in this series parallel in form. Typical shifted (unparallcl) construc- 
tions are these. 


Shifted 

To me orientation week seems 
both [noun ] a necessity and 
[adjective ] worth while 
Jack has received offers from 
Hollywood not only [phrase ] for 
his fishing experiences but [clause ] 
because he resembles the late Will 
Rogers 


Made parallel 

To me orientation week seems 
both [two adjectives ] necessary 
and worth while 

Jack has received offers from 
Hollywood not only [two phrases ] 
for his fishing experiences but for 
his resemblance to the late Will 
Rogers 


For other examples and suggested remedies see ^Shifted con- 
structions, Chapter 4, “Consistent constructions,” page 116, and 
Chapter 10, “Parallelism and balance,” page 282 

Paraphrase A paraphrase is a restatement of a writer’s ideas in dif- 
ferent words It IS now usually applied to digesting the contents of 
a passage in one’s own words, as in note taking 


Parataxis ^Contact clauses; Chapter 9, “Contact clauses,” page 253. 

Parentheses ( ) 

1. For additions. 2. For apologetic asides. 3. To enclose numbers 

in an enumeration. 4. For action on different planes. 5. With 

other marks. 

1. For additions. Parentheses (often called curves and by printers 
called parens) are sometimes used in writing, chiefly to inclose 
words, phrases, or whole sentcfnces that add to the clearness of a 
statement without altering its meaning and that are allowed to stand 
outside the construction of the sentence These additions are likely 
to be (1) illustrations, (2) definitions, or (3) added information 
thrown in for good measure, as in the first sentence of this paragraph. 

This bill, commonly called the Lockport plan, has been the basis of all 
later city-manager charters (there arc now 438), 

Of all such emotions religious earnestness is the most fatal to pure 
biography Not only does it carry with it all the vices of hagiography (the 
desire to prove a case, to depict an example — the sheer perversion, for such 
purposes, of fact), but it disinterests the biographer in his subject — Harold 
Nicolson, The Development of English Biography, p 111 

Sondelius even brought in the negro doctor, Oliver Marchand, not on the 
ground he was the most intelligent person in the island (which happened 
to be Sondclius’s reason) but because he “represented the plantation hands ” 
— Sinclair Lewis, Arrowsmith, p. 376 
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These uses are slightly stiff and belong most appropriately to rather 
formal exposition, and should be used sparingly. 

2. For apologetic asides. Sometimes parentheses are used to mark 
an apologetic aside, as much as to say “You know this, but let me 
remind you” — though this use is less common today than formerly. 

James Madison (the fifth President) enunciated the doctrine in 1823 

3. To enclose numbers in an enumeration. Parentheses are often 
used to inclose the letters or figures used to mark items in an enu- 
meration, as in § 1 of this article, though this tends to make the 
numbers or letters more conspicuous than they deserve to be 

4. For action on different planes. Recent fiction has developed 
another convenient use of parentheses. When the action is carried 
on in two different planes — one in the present, another in the past; 
one in a character’s mind, the other in the action — the one which 
receives less space, is less emphatic, may be put in parentheses: 

. . ears are still in outside world, peeping Toms sticking out on both sides 

of my head, why can’t I take them in like snails, but you can’t, you can close 
your eyes but you can’t make your ears stop thinking (“Thirty lovef Net 
balP” float in from that other world ) Voices outside losing their separate- 
ness, merging, sweet distant song, like shell held to ear, going round and 
round in Natalie’s brain, ears going to sleep at last . . . — Tess Slesincer, 
Time The Present, p 341 

5. With other marks. When the parenthetical unit is a complete 
sentence, the period comes tnstde the curves, though it may be 
omitted if the expression falls within a sentence Punctuation marks 
belonging to the sentence including the parenthesis come after the 
second curve: 

There is a sort of glum morality about the scene in which we are shown 
what would have happened if the inventor had married for money instead 
of love (Mr Anderson’s gifted mechanism is equipped not only to recall the 
past but also to mix it up a little), and in the end, the suggestion that tlie 
device might be manufactured m quantity and sold on the installment plan 
seemed ominous to me — The Netv YorJ^er, Oct 9, 1937 

Misbehaviors which meant disqualification “babbling’’ (barking to the 
extent of interfering with the chase), “loafing” (showing no inclination 
to hunt), “running cunning” (failing to work fairly on a trail) — Time, 
Nov 28, 1938 

Parse Parsing is describing the grammatical forms and functions 
of the words in a sentence. The sentence A hermit lived in the 
ruined abbey might be parsed. Hermit is a noun, subject of the verb 
lived, in the ruined abbey is an adverbial phrase of place; abbey is a 
noun, object of the preposition in, modified by the adjective ruined, 
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Participles 

part (on the part of) is often a rather clumsy way of saymg by^ 
among, for, and the like. 

In the past ten years there has been a definite move on the part of [by or 
among^ our religious leaders to unite all Protestants in one church 

It resulted in less wild driving on the part of [by] young people 

Participles Correction: The participial construction marked is not J 
good English. Revise it in the light of ^2 (making it modify a 
particular noun as an adjective) or ^ 4 (stating the idea in a subordi- 
nate clause). 

1. Forms of participles. 2. As adjectives. 3. In absolute construc- 
tions. 4. Unidiomatic participles. 

1. Forms of participles 

Active Passive 

Present asking being asked 

Past having asked asked, having been asked 

The simple participle forms {asf(tng, as\ed) are used in various 
verb phrases 

I am asking I am being asked I have asked I have been asked 

Although the participles are referred to as present and past, they 
do not indicate definite time themselves but time in relation to the 
context in which they are used. 

2. As adjectives. When not a part of a phrasal verb form, the 
participles are most commonly adjectives. They haVe qualities of 
adjectives in that they modify nouns and pronouns (the pen used 
in signing the treaty; a coming era; the leaves falling in the 
street) They have qualities of verbs in that they may take an object 
(Following these clues, he soon found her) and be modified by 
adverbs (The car, rolling crazily . . . ). 

Sometimes in analyzing a sentence it is difficult to tell a partici- 
ple used as an adjective from a passive voice. The decision rests on 
whether the participle modifies the subject, as a predicate adjective 
with a linking verb, or whether it describes an action. 

Passive voice The candidate of the Republican party was defeated 

Predicate adjective The candidate was defeated but happy. 

When used as an adjective, a participle should refer clearly to 
some particular noun or pronoun: 

Opening his shirt at the neck, he went back to his chopping. (Opemtig 
modifies he ) 

A college education, looked at from this point of view, may be a liability 
(Lool(ed modifies college education ) 
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There should be no reasonable doubt of what is modified. A 
modifying participle “dangles” or is “misrclated” when it seems 
to refer to a word the writer does not mean it to refer to . 

Misrelated Walking on the campus, several of my class usually pass by. 

Clear Walking on the campus, I usually meet 

Misrelated Combined with his scientific understanding. Dr Hertzler is a 
man who would have made his name for wisdom in any profession 

Clear Dr Hertzler’s scientific understanding would have made him 
a name in any profession 

Because the reader expects these participles to refer to the sub- 
ject of the following clause, he is disappointed. It is not so much 
a matter of meaning, for the sentence with a dangling participle is 
rarely ambiguous (though it may be amusing). It is rather a matter 
of accurate expression* Participles used as adjectives should modify 
definite words (See ^Misrelated modifiers ) 

3. In absolute constructions. The participle-as-adjective should 
not be confused with the participle in a phrase which relates to the 
whole sentence (to the situation) rather than to a particular word 
Some such phrases are very common, perhaps even ^formulas 

Judging from her looks, she isn’t under fifty 

Beginning with the class of 1943, the tuition was raised $50 

(See ♦Verbids ) 

4. Unidiomatic participles. The use of participles and verbal 
nouns in English seems to be increasing, but there is a tendency for 
amateur writers to use participles in constructions in which they 
would ordinarily use a subordinate clause when speaking 

Uncle Joe was prompt, necessitating our hurrying [so that we had to 
hurry] 

The sea was running heavily, being boosted by a strong southeast wind 
(Omit the being ) 

Especially conspicuous are unidiomatic “nominative absolutes,” 
made like Latin ablative absolutes 

He being right theie, I \tth\m do thtv/oxk (Since he was right there ) 

Then, the feature being ended, everyone began to file out of the theater 
(Then, after the feature was over . or, perhaps. The feature over, 
everyone ) 

(For very with participles see ♦very } 2 Compare *Gerunds References Curme, 
Syntax, pp 158-60, C A Smith, Interpretative Syntax (Boston, 1906), pp 55-59, 
Reuben Steinbach, “The Misrelated Constructions,” American Speech, 1930, 5 181-97, 
H C. Wyld, A Short History of English, pp 237-58 ) 

Parts of speech Although in our speaking and writing we are not 
conscious of using nouns or verbs or adjectives, we need to be able 
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to identify the parts of speech if we are going to describe and discuss 
grammatically what we have written. For analysis we have to know 
whether we are using nouns or verbs, pronouns, prepositions. 

L Identifying parts of speech. There are three criteria tor placing 
a word in a certain part of speech the grammatical function it serves 
or generally serves in speech — subject, object, modifier, and so on. 
Its type of meaning — the name of something, description of a quality, 
a connecting relationship, and so on, and the forms it may assume — 
like the V of the noun genitive or -er of the comparative of an 
adjective or adverb. The part of speech to which a word belongs 
cannot be decided by looking at the word by itself, we need to know 
how It IS used. These qualities are all discussed in the articles on each 
part of speech Here the traditional eight parts are identified by their 
type of meaning, an imperfect but the simplest criterion 

Nouns — Names of people, places, things, qualities, acts, ideas, relationships 
President Roosevelt^ Key West, gearshift^ confusion, gambling, relativity 
Pronouns — Words which refer indirectly to people, places, things, etc 
he, It, someone, which 

Adjectives — Words which point out or indicate a quality of people, places, 
things, etc both, highest, watm, thorough, Hanovenan 

Verbs — Words that specify actions, states, feelings, existence (of people, 
places, things, etc ) fall, fall into, dislike, become 
Adverbs — Words which, typically, tell how, where, when, to what degree 
acts were performed, or that indicate a degree of quality, etc severely, there, 
yesterday, much 

Prepositions — Words that link nouns and pronouns to other words by 
showing the relationship between them to, about, behind 
Conjunctions — Words that connect words (the horse and carriage), phrases 
(in the house and in the garden) and clauses (The ram was over and we 
started again, or After the rain was over we started again) 

Exclamations — Words that are expressions of strong feeling Ouch^ 

(REtERENCEs Jcspcrscn, The Philosophy of Grammar, chs 4-6, Curme, Parts of 
Speech, pp 1-105, Kennedy, ch 8 ) 

2. Conversion of parts of speech. English uses one part of speech 
to perform the function of another part of speech with great freedom. 
Hurry may be a verb (Fll hurry right over), or a noun (Fm in a 
great hurry), or an adjective (a hurry call) ; better is the comparative 
of the adjective good or of the adverb well (“I could have better 
[adverb] spared a better [adjective] man'*) , it is a verb (to better 
your condition) ; or a noun (our elders and betters) , ^home is used 
as a noun, a verb, an adjective, or an adverb, and so on through a 
long list of words. This change of function from one part of speech 
to another is called conversion. It is a sign of the economy of our 
language in forms of words, and is made possible in part because 
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m English we have so few particular endings belonging specifically 
to various parts of speech. These shifts are not confusing because 
the word’s position or context in a sentence shows what its function 
IS, actually determines its “part of speech.” 

This trait of our language is one reason why the parts of speech 
classification is not very important in English grammar It is not 
basic and can be understood only after discussion of the functions 
of words in sentences. 

The use of adjectives as nouns is particularly characteristic of 
informal English* wets and drys were the two factions in the pro- 
hibition argument, an empty may be a bottle or a freight car. Many 
of the semi-technical words of trade and business are of this type 
“The regular driver handles the ordinary orders, but I take the rushes 
[adjective to noun] out in the ptcJ{up [verb to adjective] truck ” 

One of the most convenient forms of conversion is the use of a 
noun in the adjective function* the art room, a baseball game, the 
htgh school gymnasium; a basement tenement Most of these do not 
attain to full conversion, that is they do not become complete adjec- 
tives so that they can be compared, yet they serve as adjectives and 
have to be construed as adjectives. Nouns are especially common as 
adjectives in newspaper headlines, in which they often replace longer 
adjectives (“Let U S Citizens Alone, Italy Told”) or replace phrases 
with of (“Madison Otl Trial Prosecutor to Head Medical Trust 
Quiz”) (See ^Newspaper English § 3 ) 

The use of a noun or some other part of speech as a verb is 
likely to increase vividness* She jumped into the roadster and no^ed 
her down the street. Tower your car with reliable gas “Don’t you 
she mef” (as a Russian princess said to an American girl who was 
not following the couitly locutions in talking about her) The 
opposite change, from verb to noun, is less spectacular but very 
convenient He had five tries, a friendly get together, I have taken a 
five room rent in Springfield. 

Conversion is an outstanding trait of colloquial and informal 
English, though less used in formal English. Need and appropriate- 
ness can be your guides When an equally expressive verb or noun 
exists, there is no reason for running the risk of attracting attention 
to your words by a borrowing from some other part of speech — but 
freedom in handling the parts of speech is in the best tradition of 
our language Convert a noun into an adjective or into a verb 
whenever it seems the natural form of expression. 

(REtERENCE Kennedy, Current English $ 58 ) 

party See ^person 
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passed, past The past tense and past participle of pass are passed 
(He passed the first post; He had passed) y though past is fairly 
common as the participle Past is the adjective {past favors), 
preposition {past the crisis), and adverb {past due, They went past) 
Pronunciation past or (Eastern) past (See *A § 4 ) 

passer-by Usually hyphened, plural passers-by 

Passive verbs Correction: Change the passive verb or verbs to 
active. 

Amateur writers tend to use passive statements (“The music was 
enpyed by us” instead of “We enpyed the music”) when active 
verbs would be more natural Awkward passives are sometimes used 
to avoid I 

Pa‘;sive The situation was taJ{en in by me with great amusement 

Active I took in the situation with great amusement 

This passage shows both effective and ineffective passives 

1951 is here With it comes a host of ’51 model automobiles Most of these 
cars wae ha aided in dtuing the closing months of 1950 They were awaited 
in anxious curiosity by the buying public In many instances, they were 
looked forwaid to with too much anticipation 

Wete heralded in is a legitimate passive, although an awkward 
phrase, because the “heralders” need not be named, and were 
awaited throws the buying public to the end of the sentence for 
emphasis and the passive would not be noticeable if it was not 
followed by were looked foiwaid to, which clearly shows that the 
writer is not paying attention to his work Those two sentences 
might better stand 

The buyers awaited them in anxious curiosity, often with too much 
anticipation 

The use ot passive verbs is often objectionable because it involves 
a thoughtless shift from the active voice and adds to the wordiness 
of what is usually already wordy and fuzzy writing 

For profitable use of the passive voice see *Voice § 3 

Past tense. Past perfect tense See ^Tenses of verbs. 

patriot, patriotic Pa'tri 3t and pa'tri ot'ik are the dominant Ameri- 
can pronunciations Pat'ri ot'ik is more common than pat'ri 3t. 

peeve Informal and colloquial for annoy. As a noun peeue (and 
pet peeve) is probably still slang Peeve is a back formation from 
peevish (^Origin of words §3d). 
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per Per (Latin, “through, by, by the, among,” etc.) is most appro- 
priate when used in phrases that are still close to their Latin originals 
— per capita^ per cent — or in a definitely commercial setting — $18 per 
wee\y $2,60 per yard, forty-four hours per wee\, or in certain stand- 
ardized technical phrases — revolutions per minute. 

Because of its commercial and technical connotation, per is less 
appropriate in general prose, where the English equivalent phrase 
usually fits more naturally : $18 a weel{^ 20^ a quart, four times a year, 

per-, pre- Many English words begin with these two prefixes Do 
not spell the per- words with pre- write perlorm, perspire, peritcx., 
and so on. 

percent is not followed by a period, and may be written as two 
words; it is informally used instead of percentage or even of 
proportion: 

Only a small percent of the class was [or, were — collective agreement] 
there 

With figures the percent sign (%) is ordinarily used 976%. 

Perfect tense See ^Tenses of verbs. 

Period ( . ) L At the end of statements. The principal function of 
the period is to mark the end of a statement, that is, the end of every 
completed sentence not definitely a question or exclamation This 
gives us no trouble, though sometimes in hasty writing we care- 
lessly omit the period (See Chapter 5, “Period,” page 139 ) 

Sometimes sentences in the form of exclamations or questions 
are really to be regarded as statements After such a sentence a 
writer may use the exclamation mark or question mark, but he will 
usually have a period if the tone is lacking in emotion or if he wishes 
to minimize the emotion of the sentence form he has chosen. 
(See ^Rhetorical questions.) 

2. Miscellaneous conventional uses: 

a) After ^abbreviations: Oct n.b. Mr Wm. Fraser 

b) In sums of money, between dollars and cents* $5 66 The 
period IS not used unless the dollar sign is used 66 cents or 66^, 
$ 0 . 66 . 

c) Before decimals, or between the whole number and the deci- 
mal: .6, 314159, 446% 

d) A period is sometimes used between hours and minutes repre- 
sented in figures (2.36 p.m.) though a colon is more usual (2*36 

p.m.). 
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c) Three spaced periods (. . .) are used as ^ellipses, to mark the 
omission of words. 

3. Period in combination with other marks. Most American 
publishers place a period coming at the end of a quotation inside 
the quotation marks* “The longer you put it off,” he said, “the 
harder it’s going to be.” (See ^Quotation marks 4b.) 

Period fault See Chapter 9, “Fragmentary sentences,” page 262, and 
^Fragmentary sentence 

Periodic and loose sentences See Chapter 10, “Loose and peri- 
odic sentences,” page 280 

Periodical indexes See Chapter 13, “Periodical indexes,” page 371. 

Person Pronouns are classified in three persons 

First person, the one speaking /, my, m<?, our^ us 

Second person, the one spoken to yo«, your 

Third person, the one spoken of he^ she^ tty oncy Mey, hirriy htSy hevy therriy 
and so on 

Nouns are regarded as third person. 

Except in the verb be (/ am^ you are^ he is , ) English verbs 

have only one form to distinguish person, the third singular of the 
present tense I have, you have, he has, we, you, they have 

person is the ordinary word for referring to a human being. 
Individual has the same meaning (though it is applied also to single 
objects and animals as well) but emphasizes the person’s singleness, 
aloneness, and is slightly heavy or pretentious unless that emphasis 
IS needed Party is legal or vulgate 

In person and personally are current intensives in business and 
colloquial usage (Ronald Colman in person, I personally think). 
These expressions are usually not appropriate in writing 

Personal pronouns See ♦Pronouns, types and forms § 1. 

Personification Personification is a ♦figure of speech in which an 
object or animal or quality or ideal is given some attributes of a 
human being 

Deal gently, Lovcy with him and her 
who live together now! 

Rex Warner, PoemSy p 71 

It IS less common today than formerly, and less common in prose 
than in verse. Flat and unessential personification is likely to have 
an amateur sound No steam engine can brag of such efficiency. 
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ph IS a ^digraph for the f sound in words of Greek origin: 
phlox, photography, photograph ... In Stephen, ph represents v. 
Most words with ph belong to the formal vocabulary, so that the 
natural and expected simplification to / is rather slow A few, like 
fantasy and sulfur are already changed. Advertisers and humorists 
are experimenting with telegraf, foto, and so on. 

phenomenon, phenomena The plural of phenomenon is phe- 
nomena (phenomena of the mind) 

Since phenomenon means “any observable fact or event,” care 
should be taken to see if some more exact word would be more 
effective. 

Phi Beta Kappa See *Greek alphabet 

phone IS the usual informal and colloquial clip for telephone (on 
the phone, Phone me later) No apostrophe 

Phoneme A phoneme is the smallest meaningful unit of sound 
in a language, as weal^ is composed of three phonemes, w, e, k, and 
bought of b, 6, t. 

There are about thirty five phonemes in English, some of them, 
like r, being far from uniform in actual speech A phonemic alphabet 
or any system of recording pronunciation is an effort to indicate 
the phonemes in use in particular words. 

(References ^Pronunciation, Bloomfield, ch 5, and other recent books on 
linguistics ) 

Phonetics is the division of language study that deals with the 
sounds of language, their formation, changes, and the exact repre- 
sentation of pronunciation by phonetic symbols 

Phrasal verb A verb formed by an auxiliary and an infinitive or 
past participle will go, must go, has gone, had gone Even in the 
tenses which have simple forms (^goes, went), we get slightly dif- 
ferent shades of meaning by using phrasal forms {am going, did go, 
was going, etc.). Called also periphrastic verbs. 

(See *Verbs Reference Kennedy, pp 522-29 ) 

Phrases 1. Forms and functions. A phrase is a group of two or more 
words without a subject and finite verb that functions as a gram- 
matical unit in a clause or sentence Phrases are classified according 
to the words of which they are composed . 

Prepositional in the morning before the war in the room 
Participial coming into the room pasted on the wall 
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Gerund before his learning French 

Infiniuve lo live peacefully to catch fish 

Phrasal parts of speech (Verb ) have gone am going (Adverb ) fore 
and aft (Preposition ) in regard to (Noun ) high school 

The term phrase is somewhat confusing because it covers these 
various and actually quite different patterns of expression It would 
be clearer to keep the word to apply to expressions centered on 
nouns (up the steep hill) and use another, as verbid is used in this 
book, for those centered on participles, gerunds, and infinitives. 

Phrases function as single sentence elements 

Nouns (Subject) The first four games were lost (Object) He lost the 
first jour games (Genitive) the works of the masters 

Verbs They will go in the morning 

Adjectives a heart of gold Crossing the street, he nearly was hit by 
a car 

Adveibs beyond the town in the morning He did it tn the Dutch 
manner 

Prepositions in regard to in order to alongside of 

2. A unit of expression. Most words by themselves, as they stand 
in a dictionary, cannot fit into sentences until they are set in phrases 
They need modifiers to make their meaning more exact; they need 
connectives to tie them to other words Out of such phrases, clauses 
and sentences are built A good case could be made for regarding 
phrases as the central feature of writing and speaking, more funda- 
mental than sentences, rivaled only by paragraphs in importance for 
study and practice 

Phrases are not only units of meaning; they are the physical units 
of reading, since we read by meaningful groups of words rather 
than by single words Most phrases fall within the limits of the 
typical eye span (what an eye grasps at one fixation) — six words or 
thirty letters Phrases that are easy to grasp with the eye and easy 
to comprehend with the mind are fundamental to good writing 

(For the use of phrases see *Idiom and idioms, *Participlcs, *Prepositions, and ch 4, 
“Noun phrases,” “Verbid phrases,” p 112 ) 

pianist, piano Pronunciation divided pian'ist, pe'anist, the first 
the more common by a great deal. The word applies to both men 
and women players, so that pianiste is unnecessary as a feminine 
form. 

Piano IS pronounced pi an'o; rarely pi a'no. Plural pianos. 

picnic Before endings beginning with a vowel, ^ is added to the 
second c to make the \ sound sure picnic\ery picnic\edy picnicking. 

Place names See ^Proper names; for punctuation, *Comma §8b. 
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Plagiarism 

Plagiarism Plagiarism means taking material written by another 
and offering it as one s own. The copied matter may range from a 
few sentences to a whole paper copied from another student or 
from a book or magazine (We are not considering here the more 
complicated problem of plots taken from stories or movies, and so 
on ) There are various reasons for copied papers in a composition 
course A very few students are dishonest, trying to get credit 
without any mental effort. Once m a while one is playing the ancient 
game of putting-something-over-on-the-instructor, in part at least to 
see if It can be done More often, at least in beginning courses, the 
motives are more complex A student who plagiarizes may be scared 
or so befogged in what is for him a difficult or puzzling course that 
he resorts to the only way he sees of getting a good grade And 
sometimes a student doesn’t clearly understand what rights he has 
in using the materials of others or m receiving help 

In English compositions obviously the work should be done 
independently, not in “collaboration” with another student 

If he copies from dishonest motives, the student must take the 
consequences if the source of his paper is recognized, or even if the 
instructor is sure by comparing it with his other papers that it is 
not his own work If he copies from fear or ignorance of proper 
practices, he deserves consideration and help. Whatever the motive, 
the penalty — failing the paper or perhaps, if it is an important one, 
failing the course — is not an instance of vengeance, but a sign of 
failure, failure in the fundamental purpose of a composition course, 
which IS to increase students’ skill in communicating their informa- 
tion, ideas, and fictions to others Copying others’ work is the most 
complete failure possible 

The student who is scared or puzzled should go at once to his 
instructor and discuss his situation frankly^ the reasons for his 
difficulties, the present faults in his work, and ways to overcome 
them Serious effort intelligently directed will always bring im- 
provement And a student who feels he is moving in the right 
direction, even if he is moving slowly, is doing something important, 
and in the long run work is more satisfying and less wearing than 
worry. 

The student who has not learned how to handle material got 
from reading and study needs guidance in the fundamentals of 
study and scholarship A writer expects that what he has published 
will be read and will be used, but he has a right to expect that his 
exact words will not be used without his receiving credit and that 
his facts and ideas will not be used in print without his permission 
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Anyone using published material, then, has a twofold fesponsi- 
bihty • first, of absorbing the ideas into his own thought, and second 
of giving credit to important sources A student — or anyone else — 
IS not composing when he is merely copying He should read and 
digest the material, get it into his own words (except for brief, 
important quotations that are shown to be quotations). He should 
be able to talk^ about the subject before he writes about it Then he 
should refer to any sources he has used This is not only courtesy, but 
a sign of good workmanship, part of the morality of writing In an 
informal paper the credit can be given informally, perhaps a note 
on the cover saying “This paper is based on ”, or it may be in the 
body of the paper “Professor Keane said in a lecture ,” “Walter 
Lippmann wrote recently . ,” or “So-and-so said . Or credit 
may be given more formally in footnotes at the bottom of the page 
(as described in §9 of Chapter 13, page 388) Footnotes must be 
used in a research paper, but one or two would be in order in any 
paper for which a student has found material in print. The greatest 
temptation to plagiarize is in a research paper, in which the material 
IS supposed to be based on reading various sources But a research 
paper offers also the best opportunity for learning how to gather, 
digest, and give credit for material from pubhshed sources At any 
rate it is necessary for college students to learn how to use such mate- 
rial accurately and honestly — by getting it into their own words and 
giving appropriate credit to sources used 

Planning a paper See Chapter 1, page 13, Chapter 13, page 384, 
and ^Outline form 

plenty Plenty as an adverb (I was plenty worried — The car is plenty 
large) is marked colloquial by the dictionaries It is in good informal 
use but would rarely be found in formal writing 

The colloquial omission of of after plenty (plenty of time — plenty 
time) results in an adjectival use This idiom is sometimes found 
in print. 

Out into darkness, out to night, 

My flaming heart gave plenty light, 

John Masefield, The Everlasting Mercy 

Pleonasm Pleonasm is repetition, especially using two words for 
the same grammatical function (My Uncle Fred, he said he would 
give me twenty five cents for every bird I could find and name). It 
is quite common in children’s speech and in colloquial English and 
occasionally for emphasis in written prose. 
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Plurals (nouns) 

1. Special groups in ‘-s’ or ‘-es.’ 2. Same form for both singular 
and plural. 3. Survivals of older English plural forms. 4. Foreign 
language plurals. 5. Compound and group words. 6. Plurals of 
figures, words, letters. 7. Plural substitutes. 

The plural of the great majority of English nouns is made by 
adding an s or z sound, spelled -x, to the singular form of the noun. 
This -s IS pronounced as part of the syllable to which it is added. 

buckets rats days rooms trees 
There are five Romes in the United States 

But several groups of words form their plurals in other ways. 

!• Special groups in ‘-s’ or ‘-es,’ chiefly a matter of spelling* 

a) Nouns ending in the sound of ch, j {edge)^ s, sh, or z, in 
which the -s could not be pronounced as part of the final syllable, 
add the sound iz, spelled es 

birches chuiches bridges ledges *buscs (or busses) 
kisses bushes *Jonescs axes fixes buzzes quizzes 

b) Nouns ending in -y preceded by a consonant change the y to ; 
and add -es 

beauties bodies caddies cherries cities cries 

Dtys, standbys are exceptions to this rule (speaking of a prohibition- 
ist as a ^ry). 

Words ending in y preceded by a vowel merely add 
bays boys moneys [sometimes monies^ monkeys toys 

These plural forms should not be confused m writing with the 
genitive singular in V beauty s^ body s^ caddy's^ and so on 

c) Words ending in -o pieceded by a vowel make a regular plural 
with -s cameos, folios, studios. 

Words ending in -o preceded by a consonant vary and have to 
be remembered or looked up in a dictionaiy Some of the commoner 
of these are 

With -s only banjos cantos dynamos Eskimos Filipinos pianos 

silos solos sopranos 

With -es echoes heroes Negroes noes potatoes tomatoes 

torpedoes vetoes 

Several words in -o are used with either -s or -es The -ei> form 
is usually the more common, but the increasing number of -os forms 
suggests that English is gradually reducing these irregular words to 
the regular plural form: 
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cargoes, cargos desperadoes, desperados hoboes, hobos zeros, zeroes 

d) Some woids ending in an / sound have their plural in -ve$ 

calf, calves half, halves knife, knives leaf, leaves 

self, selves shelf, shelves thief, thieves loaf, loaves 

Many words ending in / sounds are regular: 

beliefs chiefs dwarfs fifes gulfs proofs roofs 

Some have two forms 

elf, elves — elfs hoof, hoofs — hooves scarf, scarfs — scarves 

staff, staffs — staves wharf, wharfs — wharves 


2. Same form for both singular and plural: 


Names of animals fowl, sheep, fish \_fishes for varieties of fish] 
All words in -tcs athletics, civics, mathematics, poliUcs 
Colloquial measurements foot, pair, ton 
A number of words rarely, if ever, used in the singular: 


barracks headquarters 

bellows means 

billiards measles 

gallows morals 

goods mumps 


odds [in betting] 

pains 

pants 

scissors 

slacks 


smallpox 

species 

tactics 

trousers 


3. Survivals of older English plural forms: 

In -en child, children ox, oxen brother, brethren [Church use] 
Change of vowel foot, feet goose, geese louse, lice man, men 
mouse, mice tooth, teeth woman, women 


4. Foreign language plurak. English keeps the foreign form 
of many words that have been borrowed from other languages. As 
they become more commonly used, the plural is usually formed 
regularly in -s, words used chiefly in scientific or formal writing 
tend to keep the foreign form longer. Antenna^ for instance, makes 
antennae in biology but antennas for the more popular radio and 
television use. When the word is in transition, both forms will be 
found. 

A few borrowed words that now regularly have plurals in -s or -es 
will suggest the extent of the change to English forms* 


area 

census 

encyclopedia 

museum 

arena 

circus 

era 

panacea 

asylum 

cupola 

forum 

panorama 

bonus 

dilemma 

Ignoramus 

plateau 

bureau 

diploma 

metropolis 

quota 

campus 

dogma 

minus 
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Some common words that still have the foreign form or some- 
times are found with the foreign plural (as in academic, formal, or 
scientific writing) are 


addendum -da 
alumna -nae 
’•alumnus -ni 
ameba -bae, -bas 
analysis -ses 
apparatus -tus, 

-tuses 

appendix -dixes, 
-dices 

automaton -ta, 

-tons 
axis axes 
bacillus -li 
basis bases 

*beau beaus [beaux] 
cactus -ti, -tuses 
chateau -teaus, 
-teaux 

cherub cherubs, 
cherubim 
(scriptural) 
crisis crises 
criterion -teria 
curriculum 
-lums, -la 
datum *data 
diagnosis -ses 


erratum -ta 
focus -Cl (scientific), 
-cuses (general) 
“•formula -las, -lae 
fungus -gi, -guses 
“•gladiolus -luses, -li 
hiatus -tuses, hiatus 
hypothesis -ses 
index indexes, 
indices 
larva -vae 
libretto -tos, -ti 
locus loci 

madame mesdames 
matrix -trixes, 

-trices 

•medium -dia, 
-diums 

memorandum -da, 
-dums 

momentum -turns, 
-ta 

monsieur messieurs 
moratorium -lums, 
-la 

nautilus -luses, -li 
nebula -las, -lae 


neurosis -ses 
nucleus -clci, -cleuses 
oasis oases 
opus opera 
ovum ova 
parenthesis -ses 
•phenomenon -na, 
-nons 

psychosis -ses 
radius radii radiuses 
rostrum -trums, -tra 
species species 
stadium -diums, -dia 
stimulus -li 
stratum -ta, -turns 
syllabus -bi, buses 
synopsis -ses 
synthesis -ses 
tableau -bleaus, 
-bleaux 

terminus -nuses, -ni 
thesis -ses 
trousseau -seaus, 
-seaux 

vertebra -brae, -bras 
vortex -tices, -texes 


5. Compound and group words. Most compound words and 
group words add -s to the end of the group, whether written as one 
word or several 

attorney generals (or attorneys general) bookcases high schools 
cross examinations postmaster generals (or postmasters general) 

In a few the plural sign is added to the first element 

daughters-in-law kings of England mothers-in-law passers-by 
poets laureate (also, poet laureates) sons-in-law 

6. Plurals of figures, words, letters. Usually the plural of a letter 
of the alphabet, of a word discussed as a word, or of a figure is 
written with -V 


There are two c’s and two m's in accommodate. 

Three Ts six 8’s 

Don’t use several tkat*s in a row. 
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But usage is divided and the plural of figures and capital letters 
especially is increasingly made with alone 

three 2s six 8s two Cs and two Fs 

And there are few more useful practical suggestions in composition than 
this Use no more ands or buts than you can help — Barrett Wendell, 
English Composition, p 145 

7. Plural substitutes. A plural notion is expressed often by a 
phrase that remains grammatically singular 

College after college has gone in for intramural sports 

The coach, with the captain and manager, makes up the schedule 

The coach, together with the captain and manager, makes [often makjf\ 
up the schedule 

Singular and plural constructions are treated in ^Subject and 
verb, ^Reference of pronouns 

(Rfffrencfs Curme, Parts of Speech, pp 112-27, Syntax, pp 539-48, Kennedy, 
pp 438-45, Fries, p 40 ff ) 

p.m. See *a m and p m 

Poetry When a full line or more of verse is quoted, it should be 
lined of? as it was written, somewhat indented, enough so that it 
IS nearly centered if the line is short The first word of each line 
should be capitalized if it was capitalized in the original Quotation 
marks are not needed around lines of verse quoted in prose when 
so spaced See * Verse form for English meters 

politics is construed as either a singular or plural word but should 
not be both in the same passage 

In almost any group, politics is a subject which will arouse controversy 

Republican politics were offensive to the Federalists 

Polysyllables See ^Monosyllables 

Positive degree of adjectives and adverbs is the simple adjective 
form (poor^ htgh^ golden) or adverb form {slow, slowly^ bitterly). 
See * Comparison of adjectives and adverbs. 

Possessive adjective My, your^ his, her, its, our, your, their (the 
genitive case forms of the peisonal pronouns) are called possessive 
adjectives when they modify a noun 

my car his first lectuie their experiences 

Possessive case See ^Genitive case Use of the possessive with 
verbal nouns in -mg is discussed in ^Gerunds 
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Possessive pronouns See ^Pronouns. 

practical Practical and its derivatives give some trouble in spelling* 

practical y adjective a practical scheme, He has a practical mind 
practtcallyy adverb They were practically minded (colloquial m phrases 
like “practically all there’*) 
practicable y adjective, a practicable method 

practicability y noun They questioned the practicability of the idea 

pre- The prefix pre^, meaning before in time (pf coexist, pre-Vic- 
tortan)y or in place {precerebral) y or rank {pre-eminent) y is sepa- 
rated by a hyphen from the root to which it is joined (1) when 
the root begins with e pre-electiony pre-eminenty pre-empty pie- 
engagedy pre-existence y and (2) when the root is a proper name 
pre-Americany pre-Elizabethan To other words it is joined direct!) 
prearrangey preoccupiedy preheaty preprinty prevteWy prewar 

Precis A precis is a concise summary of facts, or, more often, of an 
article or other written document, giving in a brief space the essential 
content, the attitudes, and emphasis of the original 

Precious, preciosity Applied to style, precious and preciosity (or 
preciousness) mean “excessive attention to, fastidiousness in the use 
of words ’’ 

Predicate The predicate of a clause or sentence is the verb with us 
modifiers, object, complement, etc. The subject and predicate are the 
two mam elements of a sentence The predicate may be a simple 
verb of complete meaning (The big bell tolled) y a verb and adverbial 
modifier (The sun went behind the cloud) y a transitive verb and its 
object (He finally landed the big fish)y a ’^linking verb and comple- 
ment (The oldest member of a family is usually the first to go) 

Two verbs depending upon one subject are known as a *com- 
pound predicate 

The three of them washed and wiped the whole lot in fifteen minutes 

(See ^Subject and verb, ^Compound sentences, ^Complex sentences, and ch 10, 
“Reducing predication,” p 286 ) 

Predicate adjective, Predicate noun Adjectives and nouns that 
follow linking verbs are called predicate adjectives and predicate 
nouns (or nominatives) 

Predicate adjective The horse is fast I feel bad It is going to 
turn warm 
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Predicate noun Gibbon was a htstonan Jackson became a doctor 
(Sef *Lmking verbs and ch 4, “Single word modifiers,’’ p 111 ) 

predominant is the adjective “a predominant sentiment,” “a senti- 
ment predominant in the village.” Predominate is the verb “This 
sentiment predominated in the village” These words are heavy 
tor prevailing^ prevail, or some such word. 

prefer The better idiom is with to 

I prefer Babbitt to Main Street 

He preferred going by tram to going in their car 

*Had (or would) rather than is less formal and more used: 

He had [or would or He'd~\ rather go by tram than m their car 

Prefix A prefix is an element that can be placed before a word 
or root to make another word of different meaning or function. 
anti- {antiprohihition) , bt- {btweekjy) , mis^ {misfit) See ^Origin of 
words § 3a 

Prepositional phrase A phrase made up of a preposition and its 
object without hope, in a hurry, toward a more abundant life 

Prepositional phrases are modifiers, construed as adverbs or ad- 
jectives 

They came at jmt the tight tunc (Adverb of time) 

He lives tn the white house (Adveib of place) 

The woman in the bl(iel{ dtess has left (Adjective) 

To suggest the importance of prepositional phiases in English, here 
IS a sentence ot forty two words in which twenty seven stand in 
prepositional phrases (in italics), fifteen in other constructions 

The settings of the novels ranged ftom the fjoids of Norway to the coash 
of Tasmania, and every page betrayed that intimate knowledge of a foreign 
eonntry which can only be acquired by a thoiough study of the chattier sort 
of guide-bool{s — Stephen Vincent Benet, Thiiteen O’clock^, p 71 

Prepositions Correction: Change the preposition, making it more 
exact or idiomatic 3a), less conspicuous 3b), or making the con- 
struction less colloquial (§ 3c, d). 

1. Definitions. 2. List of prepositions. 3. Uses of prepositions. 

1. Definitions. A preposition is a word which relates a noun or 
phrase or clause to some othei element of the sentence to a verb (He 
showed her to her room), to a noun (the click of flying wheels), or 
to an adjective (old in experience). A noun following a preposition 
is called its object {room, wheels, experience in the examples just 
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given) Many words used as prepositions are also used as adverbs 
or conjunctions, and some, like after, but, since, serve as the three 
parts of speech, depending on their function in a sentence. 

Preposition The wettest summer since the Flood. 

Conjuncuon Since the price was so low, we took three. 

Adverb He hasn’t been around since 

For this reason some grammarians group these three types of words 
as particles with varying functions. In this article and the ones on 
conjunctions and adverbs we shall not draw the lines very closely. 

2. List of prepositions. The following list shows characteristic 
uses of the commoner prepositions. Many of them show both a 
concrete and an abstract meaning {at home, at odds). Fries estimates 
that nine of them {at, by, for, from, in, of, on, to, with) account for 
over 92% of prepositions used 

aboard aboard the airliner (Formal on board) 

*about about the town, about her, about his work 

* above above the clouds, above the average, above suspicion 
according to according to the reports, according to Hoyle 

across across the bow, across the street (Colloquiak cross — I’m going cross 
lots) 

after after dark, we all ran after him (Technical of a drawing based on 
another’s drawing — after Newcourt) 
against against the door, against the grain 
ahead of ahead of his generation, ahead of time 
along along the shore, along the route 
alongside alongside the dock (Colloquial alongside of) 
amid {amidst) Formal amid the smoke, amidst the ruins 
among among the lucky ones (used of three or more) 

apart from apart from the others, apart from his own earnings (rather 
formal) 

apropos Formal aproposa^ur discussion, or, apropos of our discussion 
around around the edge, around the town (Colloquial around five 
o’clock) 

as far as as far as the door, as far as New Orleans 
*as to as to the objection, as to your interest 
at at home, at Johnstown, at his suggestion, at midnight 
bac\ of back of the screen, back of the house, back of the proposal 
because of because of the war, because of his need 
before before the flood, before an audience, before replying 
behind behind the door, behind the pretense 
below below the surface, below our level 

beneath beneath the surface, beneath contempt (more formal than below) 
^beside beside the sea, beside the point, beside oneself 
besides besides those named, no other besides this 

* between between New York and Philadelphia, between life and death, 

between two mountains 

beyond beyond the river, beyond reach, beyond my understanding 
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by by the house, by an inch, by force, by himself, by night 
concerning concerning my friend, concerning our interests 
contrary to contrary to orders, contrary to our expectation 
despite Formal despite hostile criticism 
down down the chute, down the slope, down the list 
*due to due to an error, due to carelessness 
dating during the last ten years, during the services 
fot for you, for profit, for the community 
from from the attic, from the Far East, from fear 
in m the country, in the house, in the Bible, in trouble 
in place of in place of the old regulations 

* inside inside the house, inside ten minutes (Colloquial, inside of ten 
minutes) 

in spite of in spite of the law, in spite of his prejudices 
in view of in view of these concessions 

into into the mountains, into the street, into the subject (*in — into — in to) 
lil^e like a horse, like a tornado 
near near the window, near the top, near exhaustion 
*of of Wisconsin, of the same color, of my opinion, of the king 
*off off the path, off the platform (Colloquial off of the path) 
on account of on account of the weather, on account of his belief 
*onto onto the train, onto the beach (Formal on to the beach) 
out of out of the auditorium, out of sight 
ovet over the fence, over the plains, over her head 
owing to owing to the emergency, owing to our inability 
past past the stores, past the mark, past the hour 
*pet per day, per pound 
found round the Maypole, round the town 
since since his election, since Victorian days 
thfough through the first barrier, through accident 
thfoughout throughout the day, throughout his speech 
*till till morning, till the intermission 
to to Los Angeles, to the ocean, to Governor Smith, to the point 
^toward toward Fort Worth, toward dinner time, toward the truth 
under under the awning, under cover, under the arch 
until until dusk, until two o’clock (*till, until, ’til) 
unto Archaic unto death, unto the last drop 
up up the slope, up the scale 

upon upon a sure foundation, upon further investigation 
up to up to this point 
via via the Nickel Plate 

with with his fellows, with caution, with the affirmative 
within within bounds, within the city, within a year 

3. Use of prepositions, (a) Exact or idiomatic prepositions. A 
number of words are accompanied by certain prepositions, as con- 
tented with conditions, tn my estimation. Some words have various 
meanings with different prepositions, as agree with (a person), 
agree to (a suggestion), agree tn (principles, qualities). 

You can add indefinitely to the following list: 


697 



Prepositions 


deprive of pleasure 
eligible for membership 
fascinated by this glamor 
This glamor had fascination for 
him 

fear of fire, fear for his safety 


hindrance to advancement 
impressed by (or with) his 
ability 

means of winning 
pride tn his college 
unconscious of their stares 


The right preposition does not give much trouble with words 
that we use commonly, because we learn the words by hearing or 
seeing them in their usual constructions Obviously it is safer to 
learn words as they are actually used, to learn acquiesce tn (acqui- 
esce in a decision) rather than just acquiesce If a person uses an 
unidiomatic preposition, it is probably because he is not at home with 
the word or is confused because usage is divided on that particular 
locution (as ^different from or than or to) Dictionaries give the 
appropriate preposition used with particular words. This book treats 
a few idioms that are likely to raise questions ^ability (to) ; *agree 
to, agree with; *all (of); ^compare — contrast; ^different. 

A special reminder is needed that when two words are used which 
are completed by different prepositions both prepositions should be 
used: 

The first lesson learned by the sturdy Italian boy just over from the “old 
country” was obedience to and respect for others besides his parents (Not 
obedience and respect for others) 

Some people cannot reconcile their interest in and their fear of snakes 

The committee acknowledged its interest in^ but denied its responsibility 
for, housing conditions. 

When both words call for the same preposition, it need not be 
repeated: 

Observers from the North were astonished to find the slaves both obedient 
and submissive to their masters 

The box office refused to make any allowance or refund for tickets pur- 
chased from an agent 


b) Prepositions bulking too large English has a number ot 
group prepositions (according to^ in regard tOy by means of) that 
sometimes become conspicuous because they bulk too large for their 
purely functional work of showing relationship. They are not gram- 
matically wrong, but used in any noticeable numbers tend to make 
a flatfooted style. For many of them a simple preposition can be 
substituted with real gam. 

In these examples, sometimes one of the words can be omitted 
(the word in brackets) or a simple preposition (in brackets) can be 
substituted: 
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We made supper {consisting of beans, fried potatoes, and steak 
Consumers Union attempts to furnish reliable information in regard to 
{about] all sorts of goods and services 

For politeness* sake the pronoun of the first person stands last when used 
{in connection] with other pronouns “He, you, and I had better do it” 
It has been said that in six months after graduation from college a man 
can pick up as much practical knowledge connected with {of] business 
administration as a non-graduate can in ten years 

recent demonstrations on the part of {by] certain students in Columbia 
University 

Prepositions sometimes bulk too large in writing because we 
carry over to paper our colloquial tendency to use double prepositions 
when single ones would do the work : m bac\ of for bac\ ofy outside 
of for outside^ off of for off 

These are not appropriate in formal English, which at its best 
makes one word do its exact duty, but may be in order in informal 
English if they help give an easy tone and if they do not become 
too noticeable The writer should decide whether these colloquial 
idioms are appropriate to other traits of his style. 

For further examples and discussion see the articles *as to, ‘‘^of, off, 
*onto, and so on, ^Function words 

The general advice is that prepositions should not attract par- 
ticular attention or be allowed to weigh down a statement, since 
they are function words, but that at the same time a style should 
not be stiffened by trying to avoid natural phrases. 

c) Colloquial omission of prepositions Informal and colloquial 
English show not only a frequent piling up of prepositions but the 
opposite tendency too — dropping a preposition that would be used 
in formal English Prepositions, especially o/, receive so little stress 
that they naturally drop out entirely in rapid speech and this same 
trait IS now increasingly found in writers whose style is conspicu- 
ously colloquial A few examples (with the preposition usual in 
formal English in brackets) will suggest the tendency: 

of permitting forward passing [from] any place behind the Ime of 
scrimmage — John Kieran, The New Yorh^ Times, Dec 30, 1937 

Malcolm Cowley pointed out that the color [of] cloth we were using 
for the Giants faded too easily, . . . — Bennett A Cerf, The New Republic, 
Apr 21, 1937 

The most notable piece of equipment was an apparatus which made it 
possible to run the presses [at] almost twice their former speed. 

Just as I got my last shirt out [of] the drawer . . . — Vincent McHugh, 
Caleb Catlum's America, p 85 

A *couple [of] days later • • . 
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d) Preposition at end of sentence It was once fashionable for 
textbooks to put a stigma upon prepositions standing at the end 
of their constructions (What did you do it for^). But postponing 
the preposition is a characteristic English idiom, even though it runs 
contrary to our usual tendency to keep words of a construction close 
together. In fact it is so generally the normal word order that the 
real danger is in clumsiness from trying to avoid a preposition at 
the end of a clause or sentence: 

Tell me what it is to which you object [Natural what you object to] 

To whatever authority we may appeal, he will quibble over the method to 
be adopted [Natural Whatever authority we may appeal to ] 

Extreme cases are possible (like the boy’s ‘‘What did you bring 
that book for me to be read to out of fori^”), but there is no reason 
for hesitating to let a preposition fall at the end if natural idiom and 
rhythm place it there. (Compare ^Verb-adverb combinations ) 

Placing the preposition at the end is such a firmly fixed habit 
that sometimes we use one at the beginning and at the end 

. , in the lives of individuals wtth whom he had come in contact mth 

Obviously such a sentence shows lack of revision. 

(References Curmc, Syntax, pp 566-69, Fowler, pp 457-59 and other index 
entries, Fries, ch 7, Hall, pp 213-17 ) 

Present tense *Tenses of verbs; for the “historical present” see 
Chapter 8, page 211. 

principal— principle Associate principal as an adjective (the prin- 
cipal reason — the principal man of the town — the principal force 
involved) with other adjectives ending in -al: histonca/, pohtica/, 
musics/. 

Principal as a noun is probably an abbreviation of a phrase in 
which It was originally an adjective the principal that draws interest 
was once the principal sum, the principal of a school, the principal 
teacher, the principal in a legal action, the principal party, the 
principals in the cast of a play or movie, the principal actors These 
are the only common uses of principal as a noun. 

The noun meaning a general truth (the principles of science) or 
a rule of conduct (a man of high principles) is prinaple. 

Principal clause The main or independent clause of a sentence. 
See ♦Clauses, ♦Complex sentences. 

Principal parts of verbs Correction: Change the verb form to the 
one in good use, as given in the list below or in a dictionary. 
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Principal parts of verbs 

The principal parts of a veib are the infinitive the past 

tense form (asked) y and the past participle {asked). Most English 
verbs are “regular”; that is, their past tense and past participle are 
formed by adding -^d to the infinitive. A number, most of them 
descended from Old English strong verbs (compare the strong verbs 
in modern German), make these past parts by a change in vowel 
{strike^ struck^ struck^ Some of these are becoming regular {shinedy 
weaved) y and many are made regular in colloquial and vulgate 
usage {blowedy growed) 

The following list includes a number of verbs with these irregular 
parts or with some other question of form. A form in parentheses 
IS decidedly less common in writing, and those labeled vulg, 
(vulgate) would not ordinarily occur in current writing. A recent 
dictionary should be consulted for other verbs. 


Infinitive 

Past tc nse 

Past participle 

arise 

arose 

arisen 

bear 

bore 

borne 

♦born (given birth to) 

begin 

began (vulg begun) 

begun (vulg began) 

bid (to offer) 

bid 

bid 

bid (order) 

bade 

bidden 

bite 

bit 

bitten, bit 

blow 

blew (vulg blowed) 

blown (vulg blowed) 

break 

broke 

broken 

(col loo broke) 

*burst 

burst 

burst 

catch 

caught 

caught 

choose (chooz) 

chose (choz) 

chosen 

come 

came (vulg come) 

come 

dig 

dug (digged) 

dug 

*do 

did 

done 

dive 

♦dove, dived 

dived, dove 

draw 

drew 

drawn (vulg drawed) 

dieam 

dreamed, dreamt 

dreamed, dreamt 

drink 

drank (archaic and 
vulg drunk) 

drunk (drank — drunken) 

*eat 

ate (local, eat [et]) 

eaten (eat) 

fall 

fell 

fallen 

find 

found 

found 

flee 

fled 

fled 

fly 

flew 

flown 

forget 

forgot 

forgotten, forgot 

freeze 

froze 

frozen (froze) 

♦get 

got 

got, gotten 

give 

gave (vulg give) 

given 

go 

went 

gone 

grow 

grew (vulg growed) 

grown 
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Infimtwe 

Past tense 

Past participle 

hang 

hung, * hanged 

hung, hanged 

hear 

heard 

heard 

know 

knew (vulg knowed) 

known 

*lay 

laid 

laid 

lead 

led 

led 

lend (*loan) 

lent 

lent 

let 

let 

let 

he (see *lay) 

*lay 

lam 

light 

^lighted, lit 

lighted, lit 

lose 

lost 

lost 

pay 

*paid (of ropes payed) 

paid (payed) 

plead 

pleaded, plead, pled 

pleaded, plead, pled 

prove 

proved 

^proved, proven 

ride 

rode 

ridden 

ring 

rang, rung 

rung 

rise 

rose 

risen 

run 

ran (vulg run) 

run 

say 

said 

said 

see 

saw 

seen 

set 

set 

set 

shine 

shone, shined 

shone, shined 

show 

showed 

showed, shown 

shrink 

shrank, shrunk 

shrunk 

sing 

sang, sung 

sung 

sink 

sank, sunk 

sunk 

sit 

sat (vulg set) 

sat (vulg set) 

slide 

slid 

slid (slidden) 

sow 

sowed 

sown, sowed 

speak 

spoke 

spoken 

spit 

spit, spat 

spit, spat 

spring 

sprang, sprung 

sprung 

stand 

stood 

stood 

steal 

stole 

stolen 

stink 

stunk, stank 

stunk 

swim 

swam, swum 

swum 

take 

took 

taken 

tear 

tore 

torn 

throw 

threw (vulg throwed) 

thrown 

tread 

trod 

trodden, trod 

wake 

waked, woke 

waked, woke (woken) 

wear 

wore 

worn 

weave 

wove (weaved) 

woven, wove 

win 

won 

won 

wind (wind) 

wound 

(nautical winded) 

wound 

wring 

wrung 

wrung 

write 

wrote 

written 


(References Fries, pp 59-71, Mencken, p 430 ff ) 


Verbs marked * are discussed in separate entries in this Index, 
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Professor 


prior to Heavy (often journalese) for before 

Prior to [Before] coming here he had been at Stanford 

process, procedure, proceed We naturally spell process with one 

and proceed with two but only memory can make us spell pro- 
cedure with one e. The verb is proc^<?d and the two nouns are 
proce'ss and procedure The pronunciation pro'ses is British rather 
than American; say pros'es Pros'osez is usually an affectation for 
the plural; say presses oz 

Proceed means “to go,” strictly in a rather formal fashion, and is 
best kept for movement (We proceeded at a decent rate of speed) 
“We proceeded to unpack” usually means no more than “We un- 
packed” or “Then we unpacked.” 

Profanity Styles change in the handling of cusswords and profanity. 
At present most writers, most editors, and most publishers are 
liberal, much more liberal than formerly In fiction, where the words 
represent a character, simply be sure they are fitting and called for. 
Both cussing and cursing are primarily oral, matters of muscular 
release rather than of meaning, and they often attract more attention 
to themselves in print than they deserve That is, you can’t put on 
paper all the vulgarity proper to a vulgar person’s speech, the effect 
will be suggested by an occasional bit of cussing In biography, 
criticism, and miscellaneous informational articles you have less 
freedom There double dashes and euphemistic blankety-blanks are 
more likely to be found Such devices ordinarily give the impression 
of a writer who is playing at being tough or who hasn’t the courage 
to use language he believes is really appropriate Use the expressions 
the subject seriously calls for, compromising as little or as much as 
your temperament and circumstance demand In matter submitted 
to magazines, editors will make whatever alterations their policies 
demand 

Professor Wiite 

Professor Tewksbury [or] Prof E W Tewksbury [or] 

E W Tewksbury, professor of electrical enginecnng 

The colloquial ptof is a clipped word, not an abbreviation, and 
if It is written should not have a period . 

He said all profs were a little crazy anyway 

Strictly speaking professor should be confined to names of assist- 
ant professors, associate professors, and professors. Applying it to 
instructors is sometimes a well meant courtesy but more often care- 
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Progressive verb forms 

lessness. Teachers who are doctors of philosophy (‘Th D ’s”) are 
often addressed as doctor^ though now that so many teachers have 
the degree, the title has lost its distinction In official and business 
usage an instructor who has a doctor’s degree is often addressed as 
doctor. It would be better to address all teachers as Mr or Miss or 
Mrs — as many professors would prefer Students should follow the 
conventions of their own campus 

Progressive verb forms Those made with to be and the present 
participle. I am asking, he was asking, they have been asking 
(See •Tenses of verbs, * Verbs ) 

Pronominal adjectives Several types of pronouns, used also as ad- 
jectives, are called pronominal adjectives 

Interrogative Which way did he go? 

Demonstrative that way this book those boys 
Possessive my hat his idea yom dog their seats 

Indefinite some people each person all men 

Pronouns, types and forms Correction: Change the form of the 
pronoun marked to the one expected in the grammatical construc- 
tion in which it stands. 

1. The personal pronouns. 2. Relative pronouns. 3. Interrogative 
pronouns. 4. Reflexive pronouns. 5. Reciprocal pronouns. 
6. Numeral pronouns. 7. Demonstrative pronouns. 8. Indefinite 
pronouns. 

A pronoun is a word that represents (“means”) a person or thing 
or idea without naming it Usually the meaning of a pronoun is 
completed by referring to a noun, called its antecedent^ that names 
the person or thing or idea and that has been recently used in the 
discussion (as the two that's in this sentence refer to noun and its 
refers to pronoun) For some pronouns, the “indefinites” alU any- 
body y few , , (§8), the reference is either directly to the persons 

or things meant or it is made clear by the context in which it stands 
Pronouns are used in all the grammatical functions of nouns, 
as subjects, objects, appositives, and so on (*Nouns 3). Their uses 
are described in ^Reference of pronouns This article lists the various 
types of pronouns and their case and plural forms. 

1. The personal pronouns 

Some of the most common grammatical problems come from 
the fact that the personal and relative pronouns have separate 
forms for the nominative and accusative cases and our nouns do 
not. (’‘^between you and me, *It’s me, *who, whom §§ 2, 3) 
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Pronounsy types and forms 


1st person 

Singular 

'Nomina- 

tive 

*I 

Genitive 

my, mine 

Accusa- 

tive 

me 


Plural 

we 

our, ours 

us 

2d person 

Singular 

you 

your, yours 

you 


Plural 

you 

your, yours 

you 

3d person 

Singular 

masculine 

he 

his 

him 


feminine 

she 

her, hers 

her 


neuter 

•it 

Its (of It) 

it 


either gender 

•one 

one’s 

one 


Plural 

they 

their, theirs 

them 


Archaic forms of the second person singular, thou^ thy or thinCy 
thee, are used only in religious services, by the Society of Friends, 
and occasionally in poetry 

Mine, formerly used before words beginning with a vowel or h 
{mine eyes, mine help) is no longer so used my eyes, my help. The 
emphatic form of the genitive is used without a noun 

The money is mine (ours, youts, hers, theirs) 

Yours came a whole week before mine 

2. Relative pronouns 

*who whose whom 

*that of that that 

* which of which, whose whom 

Whoever, whichever, whatever (and archaic whosoever, which- 
soever, whatsoever) usually have an accent of surprise, irritation, or 
playfulness 

3. Interrogative pronouns. *who, *which, what; occasionally 
whoever, whatever 

4. Reflexive pronouns. Reflexive or intensive pronouns are made 
of the personal pronouns plus the suffix -self or -selves. They arc 
called reflexive because the action of the verb is directed toward the 
subject of the construction (He shaves himself, She bought herself 
two hats) . See ^himself, herself, ^myself 

When used as intensives, these words are usually construed as 
pronouns in apposition • 

The mayor himself delivered the address I can finish the job myself. 

5. Reciprocal pronouns. See *each other; one another (formal). 

6. Numeral pronouns. The ^cardinal numbers (one, two, 

three .) and the ordinals (first, second, third . ) are used as 

pronouns Three were there; The eighth won 
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7. Demonstrative pronouns 

*this, these *that, those (Compare *kind, sort) 
the ^former, the latter, the first, the second 
♦such, ♦so (I told you so) 

♦same 

8. Indefinite pronouns. A large number of words, of greater 
or less indefiniteness, often function as pronouns 


all 

everybody (♦every § 2) 

nothing 

another 

everyone 

♦one, oneself 

♦any 

everything 

other 

anybody 

few 

several 

anyone 

many 

♦some 

anything 

much 

somebody 

♦both 

neither 

someone 

♦each 

♦nobody 

something 

each one 

♦none 

♦such 

♦either 

no one 



(Questions on the uses of pronouns are discussed in *Reference of pronouns Refer- 
ences Curme, Parts of Speech^ ch 10, Syntax^ index references, Fries, index 
references, Kennedy, $ 51 and index references ) 

Pronunciation 

1. Levels of pronunciation. 2. Regional differences in pronuncia- 
tion. 3. Pronunciation key. 4. Special points in pronunciation. 
5. Pronunciation list. 

The greater part of anyone’s use of language is spoken, conse- 
quently his pronunciation — the tone, the stress, the quality of par- 
ticular sounds — is extremely important A book cannot help much 
in this, since pronunciation is learned almost entirely by conscious 
or unconscious imitation of other speakers, but it can perhaps suggest 
an attitude toward a few of the major questions in spoken English 
As with words, constructions, and other traits of language, pro- 
nunciation varies according to the level of the speech used and varies 
m different regions. Some principles of selection from among the 
various forms are needed 

1. Levels of pronunciation. From the point of view of their 
social standing, various types of pronunciation can be grouped under 
the general headings of vulgate, informal, and formal usage, each 
of which will differ somewhat between regions 

a) Vulgate pronunciation is the speech of people with relatively 
little education, used appropriately m their daily occupations but 
out of place in public affairs or in social groups using some other 
level of speech. Vulgate pronunciation is usually somewhat slower 
than educated speech, often being a “drawl.” The local qualities of 
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sounds that are characteristic of the educated usage of a region are 
more conspicuous in the vulgate Short a may be conspicuously 
^‘flat,” as in calf or laugh, the characteristic Western r may be more 
conspicuous, and the Southern r may disappear altogether (as mo 
for more, where educated speakers would often have mos), or a 
New Englander or a New Yorker may add an r to a word ending 
with a vowel (He had no idear of how to run a farm). In a good 
deal of New England and Western speech there is a nasal quality 
Unstressed syllables may be completely lost, as kump'ni for company 
Final consonants are often slighted and words run together. There 
are many individual words or groups of words that have vulgate 
pronunciations more or less widely current in a dialect area or 
throughout the whole country ril for roil (once in good use); aks 
for ast{^, el'sm for elm, woild for world, wunst for once One of the 
results of an effective education is a dropping of the more conspicu- 
ous traits of vulgate pronunciation This is an important social mat- 
ter, since dress and speech are the principal superficial marks of 
class distinction in our society 

b) At the other extreme is formal pronunciation, found chiefly 
in the platform speaking of ministers, teachers, and of others who 
make public appearances, in the stage pronunciation of actors and 
the more consciously trained radio announcers, and sometimes in 
an exaggerated form in concert singing This speech is somewhat 
slower than usual conversational speech, without the relaxed quality 
of a drawl, though it may slur certain syllables rather consciously 
(as the -ary words noted in § 4c) It is likely to give a fuller and 
more distinct value to individual vowel sounds, tends to use “broad” 
or intermediate a (*A § 4), and so on The stresses are somewhat 
heavier than in informal speech and tend to stress individual words 
rather than phrase units Dictionaries for the most part record this 
rather conscious platform enunciation in indicating the pronuncia- 
tion of words, though more recent dictionaries tend to give more 
attention to informal speech. 

c) Between these two extremes is informal pronunciation, usual 
in the conversation of educated people, and, spoken somewhat more 
slowly than in conversation, also in platform appearances It shows 
more regional flavor than formal pronunciation but not so much as 
the vulgate. Its stresses arc lighter than in formal speech and it is 
more rapid than cither formal or vulgate. The stress is more a 
phrase or sentence stress than a presenting of individual words 
Saturday by itself might be pronounced sat'sr da, but in “I shan’t 
be here Saturday” it would become sat'ardi and in rapid speech 
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would be sat'sdi or sa'sdi (and in vulgate even sa'di). Function 
words {the^ and^ that^ therCy tOy and the pronouns) rarely get their 
full values in typical speech and rarely need them Vowels tend to be- 
come shorter, many become indeterminate (s), and consonants that 
are hard to sound in their position are slighted or dropped or 
assimilated with other sounds as t in stt down (sidoun'), or th in 
clothes (kloz) This represents the process by which cupboard has 
become kub'srd and Christmas has become kns'mas In words that 
are not in common use, however, such slighting of consonants is 
usually felt as vulgate rather than informal. 

A person’s pronunciation should be appropriate as far as possible 
to the situation in which he is speaking Ordinarily the exactness of 
formal pronunciation is out of place in conversation, even in “culti- 
vated” conversation, as are the laxities of vulgate Too conscious 
attention to pronunciation m informal situations will handicap the 
speaker and irritate the listener Pronunciation in appearances before 
groups must necessarily be somewhat slower, more distinct, but 
fundamentally it is a refinement of the speaker’s better conversa- 
tional style. 

2. Regional differences in pronunciation. A single standard of 
English pronunciation is even more impossible than a single standard 
in the use of words or in grammatical constructions, which are 
stabilized somewhat by written literature Since pronunciation neces- 
sarily is learned from personal associations, it naturally and unavoid- 
ably shows variety between regions An educated Londoner, 
Scotsman, Bostonian, Chicagoan, Atlantan will show traits of their 
native speech but not enough to make them unintelligible to each 
other. Bntish-made dictionaries are not satisfactory guides for pro- 
nunciation in the United States Most American-made dictionaries 
have tended to represent New England and eastern pronunciation, 
partly because many words would have to be respelled two or three 
times if all parts of the country were considered 

The best that a person can do in checking his pronunciation 
when a real question comes up is to consult a recent^ carefully edited 
American dictionary and compare its recommendations with the 
usage of the group with which he lives For a person who is likely 
to consult a dictionary at all, this will mean the more or less educated 
people in his community If the dictionary offers a choice, he should 
take the word he hears around him unless another is more natural 
to him and he wants to keep that, risking being a little different. 
If the one he hears consistently from fairly well educated people is 
not recorded in the dictionary, he is still safe in using that. 
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The problem of a person going to live in a different part of the 
country is more complex Should he drop his native speech and do 
as the Romans do^^ If he makes a specific and hasty effort to pick 
up the new speech, he will be almost sure to make mistakes, that is, 
he will confuse the two If he can stand off the first attacks on his 
speechways, he will soon find that he will attract less attention. 
Then he will naturally acquire, bit by bit and without forcing, many 
of the new ways. He need not be ashamed of honest traces remaining 
of his native speech (See Chapter 2, “Variations due to place,” p. 58.) 

In fact, the words to worry about are not those in everyday use 
so much as the new ones acquired in taking up new work or a new 
social status or new ideas or, in college, new subjects of study Care 
should be taken to get a conventional pronunciation of these new 
words (acclimatey desultory^ schizophrenic . . ) as they are learned, 
to be at home with them from the beginning. 

As Fowler puts it (p. 466), “The broad principles are Pronounce 
as your neighbours do, not better ” For the majority of words your 
neighbors are the general public For words in more restricted use, 
your neighbors are the group that uses them Consequently there 
will be more local flavor in informal and familiar speech, less in 
speaking to limited and special audiences. It is more important to 
avoid Vulgate pronunciations than the regional pronunciations of 
educated people 

3. Pronunciation key. In this book the pronunciation of words 
IS indicated by respelling them in the letters and symbols given 
below 

Further details of the sounds represented by each letter of the 
alphabet, with examples, will be found m the articles on the separate 
letters, *A, *B, *C, and so on in this Index, 

The stress of syllables is represented by a ' for a main stress and 
a ' for a lighter stress, placed after the stressed syllable ag'ri kul'chor. 

A vowel sound in a stressed syllable will be more fully sounded 
than in one without stress (contrast the o of below [bi 15'] and of 
obey [which ranges from oba' to sba']). 

a apple (ap'al), fact (fakt) 
a age (a)), say (sa), inflate (in flat') 
a far (far), father (fa'thsr) 
b back (bak), robber (rob'ar) 
ch child (child), church (church) 
d do (doo), did (did) 

c bet (bet), effect (ifekt') 

e equal (c'kwal), see (se), police (poles') 
f fat (fat), stuff (stuf) 
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g go (go), baggage (bag'ij) 
h hotel (ho tel') boyhood (boi'hood) 
hw wheel (hwel), whether (hweth'sr) 

1 if (if), pithy (pith'i) 

1 ice (Is), buy (bl) 

) jam (jam), edge (ej), age (aj) 
k king (king), back (bak), cocoa (ko'ko) 

1 life (lif), silly (sil'i), fill (fil) 
m am (am), meet (met), sample (sam'psl) 
n note (not), inner (in'^r) 
ng sing (sing), song (song) 

0 rock (rok), stop (stop) 

6 open (o'pan), hope (hop), go (go) 

6 bought (bot), ball (bol), caught (kot) 

01 voice (vois), boil (boil) 
oo book (book), put (poot) 

65 tool (tool), rule (rool), move (moov) 

ou house (hous), out (out), cow (kou) 

p paper (pa'p^r), cap (kap) 

r reach (rech), try (trl), tired (drd), door (dor) 

s say (sa), listen (hs'an), yes (yes) 

sh she (she), rush (rush), cushion (koosh'on) 

t tie (tl), sit (sit), kitten (kit'sn) 

th thin (thin), both (both), bath (bath) 

th that (that), bother (both'sr), bathe (bath) 

u cup (kup), butter (but'sr) 

u useful (us'fool), mu«c (mu'zik) [Begins with a y sound] 
u urge (urge), bird (burd), term (turm) 

V very (ver'i), salve (sav or sav), save (sav) 
w will (wil), with (with or with), won’t (wont) 
y young (yung) , yellow (yel'6) 
z zero (zir'6), breeze (brez), trees (trez) 
zh measure (mezh'or), rouge (roozh) 

3 Called schwa (shwa), represents the indefinite vowel sound of many 
unstressed syllables It is variously spelled a in soja (so'fs), e in 
secretary (sek'rs tcr'i), and by the other vowels and combinations 
of vowels 

1, m, n, X Syllabic consonants, used in unstressed syllables when no vowel 
sound can be distinguished little (ht'l), wooden (wood'n) When 
spoken slowly these syllables have 3, and are sometimes so rcspelled 

An r following a vowel changes the vowel’s sound, as in care^ serCy 
corCy surcy but a separate symbol is not used to represent the change . 
kar, ser, k5r, shdor 

4, Special points in pronunciation, (a) The neutral vowel The 
naturalness of the neutral vowel (the italicized vowels in again, 
acad<?my, dorm/tory, laboratory, circus) has been explained in the 
discussion of informal pronunciation (§ Ic). For suggestions on 
spelling these words see * Slurred vowels. 
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b) Stress. In general, English is a rather strongly stressed (ac 
cented) language. The force of the stress varies a good deal among 
individual speakers The stress of particular words (^detail, ^ad- 
dress) varies with their meaning or with the frequency of their use, 
and according to their position in sentences. See also *Noun and 
verb stress 

c) Secondary stress. A word of three or especially of four sylla- 
bles is likely to have a mam and a secondary stress secondary 
sek'an der'i, incidental in'si den'tsl One of the differences between 
British and American pronunciation is that we tend to keep 
secondary stresses in many words in which the British have but one; 

necessary American nes'a ser'i, British nes'as ri 

dictionary American dik'sha ner'i, British dik'shn ri 

A few Americans foolishly attempt to follow the British shortening 
of such words, in the belief that the shorter pronunciation is the 
more genteel. 

d) Pronunciation and spelling Words really live in their oral 
forms, and any guide to pronunciation must start with the spoken 
words, not the written But our spelling represents, roughly at least, 
the sounds of words, or often it represents the sounds they once had. 
(See Chapter 6, p 155 ) 

When words are acquired from reading rather than from hear- 
ing, they are very often over-pronounced, in what are known as 
“spelling pronunciations ’’ Sophomore on most campuses is two syl- 
lables, sof'mor, but people who see it more than they hear it are 
likely to sound the middle o slightly (soFs mor) , yearling is yur^ling 
where it is regularly used, ycr'lmg as a spelling pronunciation Gen- 
uine familiarity with words is shown by using the oral rather than 
the spelling pronunciation. 

5. Pronunciation list. The list on the following page is m part to 
raise questions of pronunciation. The pronunciations suggested 
should be tested by comparing them with those you hear. For most 
words that raise questions of pronunciation, consult a good recent 
dictionary, as suggested in § 1 of this article 

Pronunciations of other words will be found in the articles on 
each letter of the alphabet, ^Foreign words in English, ♦Spelling, 
♦Proper names, and in various articles on particular words. 

When two forms are given, no choice is implied, a distinctly less 
common form stands in brackets. A large number of words arc 
spoken in two or more ways in good usage 

An ♦ means that there is a separate entry on that word. 
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abdomen ab'damin, abdo'min 
absorb ab sorb', ab zorb' 
absurd sbsurd' [sbzurd'] 
acclimate skll'mit, ak'bmat 
*adult adult', ad'ult 
advertisement ad vur'tiz mant, 
ad vur'us mant, 
ad'var tiz'mant 
ally (noun) al'i, a li', plural 
more often a Hz', verb a li' 
alma mater al'mama'ter, 
al'ma ma'tar [al'ma ma'tar] 
alternate (verb) 61' tar nat, al'tar nat; 

(adjective) 61'tar nit, al'tar nit 
amateur am'a char, am'a tur', 
am'a tyoor, am'a tur' 
amenable a me' na bal, 
amen' a bal 

apparatus ap'a ra'tas, ap'a rat'as 

applicable ap'likabal, aplik'abal 

Aryan ar yan, ar i an 

atypical a tip'a kal, a tip'a kal (See 

aviation a'vi a'shn, av^ a'shn 

aye (yes) i 

bade bad 

* biography bl og'ra fi, bi og'ra fi 
bureaucracy bu rok'ra si 
business biz'nis 
chauffeur sho'far, sho fur' 
chic shek, shik [chik] 
combatant kom'ba tant, 
kum'ba tant 

company kum'pa ni, [vulgate, 
kump'ni] 

♦contents kon'tents [kan tents'3 
coup koo [koop] 
coupon koo'pon, ku'pon 
coyote ki'ot, ki o'ti 
♦data da'ta, dat'a, da'ta 
debut di bu', da'bu deb'u 
debutant deb'u tant, deb'u tant', 
deb'ya tant 

decade, dek'ad, de kad', dek'ad 
desperado des'para'do, 
des'par a'do 

diphtheria dif thir'i a, dip thir'i a 
diphthong dif'thong, dip'thong 
disputable dis put'a bl, dis'pu ta bl 
drama dra'ma, dram'a [dra'ma] 
♦economics e'ka nom'iks, 
ek'a nom'iks 
♦either e'tfear [i'^ar] 


electricity a lek'tris'a ti 
Elizabethan i liz'a be'thn, 

1 hz'a beth' n 
err ur [er] 

exquisite eks'kwi zit, ik skwiz'it 
finance fi nans', fi'nans 
formidable for'ma da bal 
fortnight fort'nit, fort' nit 
gibbous gib'as 
♦gladiolus glad'i 6'las, 
gladi'a las 
gunwale gun'al 
harass har'as, ha ras' 
heinous ha'nas 
♦human hu'man [u'man] 
idea i de'a [i'di a] 
impious im'pi as 
indict in dll' 
isolate I'sa lat, is'a lat 
juvenile jdo'va ml, jdo'va nil 
kimono ka mo'na [ka mo'no] 
‘a-) laugh laf, laf (*A § 4) 
launch lonch, lanch 
♦leisure le'zhar, lezh'ar 
lever lev'ar, le'var 
lilacs ll'laks 

matrix mat'riks, ma'triks 
menu men'u, ma'nu 
mischievous mis'cha vas 
news nu7, nooz 
oasis 6 a'sis, 6'a sis 
orgy or'ji 

parliament par'la mant 
patriot pa'tri at 
penalize pe'nal Iz, pen'al iz 
percolator pur'ka la'tar 
♦Phi Beta Kappa fi'ba'ta kap'a 
♦pianist pi an'ist, pe'a nist 
pleasure plezh'ar 
premier pre'mi ar pri mir' 
presentation prez'n ta'shn, 
pre'zn ta'shn 
process pros'cs, pro'ses 
pronunciation pra nun'si a'shp 
quay ke 

ratio ra'sho, ra'shi 6 
real re'al, rel 
reel rel 

research n surch', re'surch 
rodeo ro'di 6 [ro da'6] 
rotogravure ro'ta gra vyoor', 
ro'ta gra'vyoor 
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*route root, rout 
sociology so'si ol'a )i, so'shi ol^s ji 
strictly strikt'li, strik'li 
sumac shoo'mak, soo'mak 
the tha, thi [t^he] 
tomato to ma'lo, to ma'to, 


[to mat'd] 
usage u'sij, u'zij 
vaudeville vod'vil, vod'o vil, 
vod'vil 

white hwit, [wit] 
worsted (yarn) woos'ud 


(See *Colloquial and written English, ^Foreign words in English, *Proper names, 
♦Rhythm, *Spelling Rei-lrences Kenyon and Knott, Robertson, ch 7, C K 
Thomas, Phonetics of American English (New York, 1947), “A Guide to Pronuncia- 
tion,” Webster's New International Dictionary ^ second edition, especially Part I, 
‘‘Standard Pronunciation ” For the International Phonetic Alphabet, used in scientific 
transcription of speech, see any issue of American Speech and most books on linguistics ) 


Proofreading A check of copy is the last act before giving a manu- 
script to anyone for serious consideration Proofreading the final copy 
of a theme for mechanical mistakes that may have slipped in while 
copying It, is an important part of the work in a composition course 
— and one that pays dividends. 

After copy has been set in type it must be checked for typographi- 
cal and other mistakes before it is ready to be printed. A tentative 
print IS made on long sheets known as galley proof. After the type 
has been corrected and made up into the pages which are to be 
finally printed, page proofs are taken and read for a last check 
Corrections are indicated in proof by abbreviations and symbols 
placed at one side of the line to be changed, with a *caret ( A ) 
inserted at the exact point in the line where the change is to be made. 
Proofreader’s marks are illustrated on page 714 See publishers* 
stylebooks for further details. 

Proper adjectives Proper nouns used as adjectives and adjectives 
directly derived from proper names and still referring to the place 
or person are capitalized After proper adjectives lose the reference 
to their origins, they become simple adjectives and are no longer 
capitalized. 

the French language American interests 
the Indian service, but india ink 
a Pans (or Parisian) cafe, but pans green 

Proper names Considerable care needs to be taken to spell and pro- 
nounce the names of people, places, companies, institutions as the 
people most concerned with them wish to have them spelled and 
pronounced. Many are rare or m some way unusual — Thames 
(temz), Worcester ( woos tar) , Joaqutn (san'wo ken') . Analogy 

cannot be relied on: it is Waco (wa'ko), Texas, but Saco (saw'ko), 
Maine. 
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Proper names 

In place names the recommendation to use the pronunciation 
current in the place is complicated because the inhabitants often 
do not agree. Chicago is pronounced shi ko'go and shi ka'go, as well 
as with minor variants. English has tended to anglicize or even to 
rename many foreign places: Pans (pa'ris instead of pare'). 

Many fairly common names occur in various forms How — 
Howe, Harvey — Hervey^ Cohen — Cohn — Kohen^ Mac^Mc-M,' and 



Proofreader's 

Marks 

Ji 

Delete 

Insert em dash 


Delete and close up 

Insert cn dash 

9 

Reverse 

Insert semicolon 


Close up 

O Insert colon and en quad 

# 

Insert space 

O Insert period and en quad 

Close up and insert space 

P/ Insert interrogation point 

^ Paragraph 

@ Query to author 

□ 

Indent 1 em 

^ Use ligature 

C 

Move to left 

(g) Spell out 

3 

Move to right 

Pc Transpose 

u 

Lower 

^ Wrong font 

n 

Raise 

Set in bold face type 

A 

Insert marginal addition 

ywm Set in(roman)typc 

\A 

Space evenly 

.6^ Set in Italic type 

/ 

Broken letter — 

Set in CAPITALS 


used in margin 

sc Set in SMALL capitals 

i 

Push down space 

^ Set in lower case 


Straighten line 

^ Lower-case letter 

11 

Align type 

Let It stand; restore words 


Insert comma 

crossed out 


Insert apostrophe 

Run in same paragraph 


Insert quotation mark 

Insert lead between lines 

-/ 

Insert hyphen 

Hair space between letters 


From A Manual of Style, The University of Chicago Press 
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public 


so on. Special care is needed with names having silent letters or 
some peculiarity of spelling or phrasing Pittsburg/i, Lindbergh, the 
Johni- Hopkins University, the State University of Iowa, the Ohio 
State University. 

Dictionaries and encyclopedias give the pronunciation and spell- 
ing of the best known people and places For foreign names in 
current news, we can try to follow the national newscasters. They 
will show some variation, but they have made an effort to find a 
reasonable pronunciation 

Getting proper names in the right form is courtesy as well as 
accuracy This is especially important in all published work 

(References Allen W Read, “The Basis of Correctness m the Pronunciation of 
Place-Names,” American Speech, 1933, 8 42-46, Webster's Biographical Dictionary, 
Webster's Geographical Dictionary, Kenyon and Knott, and recent dictionaries *Course 
names ) 

proposition is originally a business word for offer, plan, proposal 
which is inappropriate in general usage. “I have a proposition for 
you” = “I have a plan . .” 

Prosody See * Verse form. 

proved— proven As the past participle of prove, proved is much 
more common than proven and is always acceptable (He had proved 
. . ). But proven is often used (It had proven quite satisfactory). 

Proverb See ^Epigrams. 

provided— providing Both are used as conjunctions He should 
be home soon provided (or providing) the buses haven’t been 
held up 

Provincialisms See ^Localisms and Chapter 2, “Variations due to 
place,” p 58. 

psychology, psychiatry Watch the spelling of these words 

psychiatry (si ki'a tri) psychiatrist (si ki'a trist) psychiatric (sl'ki at'rik) 
psychology psychologist psychoanalyze psychoanalysis 

public IS a ^collective noun and takes either a singular or plural 
construction according as the writer wishes to stress the whole group 
or the individuals • 

The public is invited The public are invited 
His public IS made up of the very young and the fairly old 
Consult the libraries and you will find that the ordinary public do not read 
poetry — P B Thought and Language, ^ 250 
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Punctuation 


Punctuation Correction: Correct the obvious error in punctuation. 
If the change to be made is not clear to you, consult the Index 
article on the particular mark. 

A discussion of the function and general uses of the punctuation 
marks, and of differing styles of punctuation (“open” and “close”) 
will be found in Chapter 5, page 131. 

Details of the uses of the individual marks will be found in the 
Index articles on each 


* * Apostrophe 

* *Asterisk 

{ } *Brace 

[ ] *Brackets 

A *Caret 

: *Colon 

, *Comma 

— - *Dash (including the 

long dash ) 

* . , ^Ellipsis 


I ^Exclamation mark 
*Hyphen 
.... ^Leaders 

( ) ^Parentheses 

. ^Period 

? ^Question mai k 

“ ** ^Quotation marks 

; ^Semicolon 

*Underlining (for 

Italic type) 


See also ^Division of words; ^Letters, ^Restrictive and non- 
restrictive, ^Series 


Puns A pun is a figure of speech in which a word is used in two 
senses at once (the nut that holds tho wheel = automobile driver) or 
in which a word is substituted for another of similar sound but 
different meaning (hire education) Reasonable punning, funny or 
serious, is a healthy use of language The objection often made 
to puns IS to their overuse or to puns which involve sound and 
not meaning. Good puns are appropriate to colloquial and informal 
usage, usually giving an accent of ironic humor (as in Dorothy 
Parker’s “a girl’s best friend is her mutter”) or of mild satire. 

The taking of the census makes it clear that America is still a land of 
opportunity Every person, however humble, has a chance to become a 
national figure — Howard Brubaker, The New YorJ^er, Apr. 8, 1950 

(Compare *Homonyms ) 

Purist A purist is a person who is overcareful in the use of Ian* 
guage, especially one who wishes everyone to follow the rules of 
prescriptive grammar (^Grammar § 2) and who tries to hold words 
to their strictest meanings Dictionaries and scientific grammars 
are descriptive and consequently more liberal. See Chapter 3, 
“Puristic standards,” p. 75. 


Purpose Adverbial clauses of purpose are most commonly intro- 
duced by so that. 
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Question mark 


He IS packing tonight so that he can start early in the morning 

More formally, that is used, and more wordily, in order that. 
Colloquially *so is used alone: 

He IS packing tonight so he can start early in the morning 

put in— put across Put in is good informal usage for spend (put 
in time, put in money). Put over (a plan, a sale), put across (a 
scheme, an idea) are colloquial and are often objected to because 
they are too frequently used 


Q is an unnecessary letter in English It was brought into 
English use in words borrowed from French, originally derived from 
Latin {question^ quarter^ qutt)y and later borrowings directly from 
Latin added to the number {quorum^ quota) Some Old English 
words with kjv sound (spelled cw) were respelled with qu qutc\ 
(from cwtc)y queen (from ewen)^ quench (from cwencan). 

Q IS always followed by u in English Qu is ordinarily pronounced 
k^w {quttCy quilly quadrilateral)^ though in a few words the French 
value, IS kept coquette (k5ket'), quatorze (k9 torz') Final -que 
IS \ antique (an tek'), unique (u nek') It is not necessary to keep 
the French pronunciation in words that have been anglicized 
Quebec (kwibek'), * questionnaire 

Qualifying statements See Chapter 7, page 178 

Question mark (?) Correction: Punctuate this sentence as a 
question. 

1. The principal use of the question mark is as the end stop to a 
question What was the real reason? 

2. A question mark may or may not be used after a request that 
is phrased as a question, depending on the formality of the style 

Formal Will you please return this at your earliest convenience? 

Informal Will you please return this at your earliest convenience 

3. A question mark is no longer used after an indirect question: 
He wanted to know what the real reason was. 

4 . A question mark is used to show that a statement is approxi- 
mate or questionable, as with uncertain dates 

Geoffrey Chaucer 1340P-1400 [or] Geoffrey Chaucer 1340('‘)-1400 
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questionnaire 

5. A question mark in parentheses as a mildly sarcastic comment 
or to label would-be witticisms is now out of fashion and is better 
omitted . 

No fashionable woman would think of going to a football game unless 
she looked like a giant squirrel or some other innocent(?) [Better omitted] 
fur-bearing animal 

6. When a question mark and quotation marks fall together, 
the question mark is outside if the quoting sentence is the question, 
inside if the quotation is the question 

He asked, “Did you really say that?” 

Did you really say “I thought you were older than that” ? 

After a double question only one question mark is used. 

Did she ask, “How many are coming^ ’ 

(See ch 5, “Question mirk,” p 140, and *Quotition ni iiks A ) 

questionnaire keeps the French spelling, with two ns The English 
form questtonary does not make much progress Pronounced as an 
English word : k wes'chn ar' 

Questions I. In speaking, a rising inflection usually marks a ques- 
tion, and in writing, a question mark at the end But usually a 
question is more accurately indicated by the form of the sentence. 
It may be introduced by an interrogative word 

Pronoun Who was that? What would you do in his place? 

Adjective Which way did he go? What book shall I read next? 

Adverb Where shall we eat? When will you be coming back? Hour 
much IS that one? Why didn’t you say so in the first place? 

A question may be indicated by inverted word order, the verb com- 
ing before its subject In older English any verb could stand first 
(Came he yesterday^), but now this order is found only with he^ 
have, shall, will, can, may, must, need, and ought {Was he there 
and in colloquial subjectless sentences (Want this onei^) Ordinarily 
a phrasal verb is used and the auxiliary comes before the subject 
(Do you thinks he would go if he was asked as a sort of compro- 
mise inversion A statement may be turned into a question by an 
inverted clause at the end (He didn’t try, did he^^). 

A direct question that is parenthetically part of another sentence 
sometimes begins with a capital and sometimes not 

He felt a strong urge — as indeed who doesn’t? — to write a really good 
modern novel — Noel Coward, To Step Aside y p 9 
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Questions 


2. Questions are useful, if sparingly used, to focus the reader’s 
attention, either to introduce a change in subject, as in the first ot 
the two quotations that follow, or to emphasize by the change in 
sentence movement an important point, as in the second 

Will It ever be possible for the middle classes to gam real individualism^ 
To achieve the goal, they must undergo a ‘Vadical” change The old pic- 
ture of the original Babbitt, symbolized by Louis Philippe, with his cumber- 
some form, his pear-shaped head, his thick neck swallowing up his chin, 
his prominent belly, and ridiculous frock-coat tightened at the waist, must 
disappear In its place must be substituted the portrait of a young man, 
possessing the trim build of an athlete, the eager willingness to work, pro- 
duce, and share, and the sharp mentality of a scholar — F C Palm, The 
Middle Classes, Then and Now, p 409 

We are beginning to see that the ideal of a liberal education is too large 
to be put into four years of a college course It is the growth of a lifetime 
spent in contact with the actual world But it is not too much to ask that 
in a university the student should be brought into contact with different 
types of the intellectual life, and that each type should be kept distinct 
He should learn that the human mind is a marvelous instrument and that 
It may be used in more than one way 

Variety in courses of study is less important than variety and individuality 
of mental action How does a man of science use his mind*^ How does an 
artist feeP What makes a man a jurist, a man of business, a politician, 
a teacher? How does ethical passion manifest itself? What is the histoncal 
sense? 

These are not questions to be answered on examination papers But it is 
a reasonable hope that a voung man in the foimative peiiod of his life ma^ 
learn the answers through personal contacts — Samufl McChord Crothers, 
The Pleasures of an Abstntie Landlord, pp 48-49 

Occasionally a question makes an effective opening for a paper, 
but It should be a genuine question, leading to the subject, and not 
a general one concocted just “to get attention “ 

3. An indirect question is a question that is not quoted directlv 
but is made a subordinate member of another sentence An indirect 
question is not marked with either a question mark or with quota- 
tion marks, and the tense of the verb is changed, if necessary, to fit 
the sentence m which it stands 

Direct “What are our plans for tomorrow?” 

Indirect He asked what our plans for tomorrow were 

Direct He asked, “Do you really understand what you have read?” 

Indirect He asked us if we really understood what we had read 

He always asks us whether we understand what we have read 

4. A leading question is one phrased to suggest the answer 
desired, as “You wouldn’t do that, would you^“ (contrasted with 
“Would you do that?”). 
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5. For a statement cast in the form of a question see ^Rhetorical 
question 

quite In formal English quite means ‘'entirely, wholly,” as in “quite 
gone.” In informal English, it is changed in meaning to “somewhat, 
very, rather”: “I am quite tired”; “We went quite a long way.” 

This meaning passes over into a number of convenient colloquial 
phrases: quite a few, quite a little, quite a lot. Quite some time is 
colloquial. 

t Quotation marks (“ ”) Correction: Make the quotation marks 
conform to conventional usage. 

1. Indicating quotations. 2. Principal uses. 3. Miscellaneous uses. 

4. With other marks. 

(The most frequent slips are forgetting the end quotation marks; 
punctuation with interrupted quotations, §4c; quotation marks 
combined with other marks, § 4a, b ) 

1. Methods of indicating quotations, (a) Double quotes (“ ”) 
are the usual marks The mark before the quoted matter is the 
open-quote, and the one after is the close-quote 

b) The use of single quotes (‘ ’) is common in England and is 
increasing in the United States The single quotes are as accurate 
as the double and are much less spotty on the page 

c) For quotations within quotations, double and single quotes are 

alternated. If you begin with the double marks. “ ‘. . it you 
begin with the single ‘ “. . ’. If there are quotations within two 

such quotations, continue to alternate the double and single quotes 

d) Indenting is used to indicate quotations, especially in factual 
writing involving numerous quotations of some length, as in this 
book No quotation marks are used, and in print the size of type 
is usually reduced Publishing houses have rules about how long 
a quotation must be to be reduced and indented — that it should run 
to at least five lines, for example, or consist of more than one complete 
sentence. In double spaced typewritten manuscript, such quotations 
are usually indented and single spaced; in longhand copy they are 
simply indented. 

2. Principal uses of quotation marks, (a) Quotation marks are 
used to indicate all passages taken from another writer, whether 
a phrase or a page or more (except when the quotation is indented) . 
The quoted matter may be worked into the constructions of the 
quoter’s sentence, or it may stand by itself : 

From the enormous mass of material put at his disposal, Mr Garnett 
chose those letters that would make “a book in which Lawrence’s career, 


/20 




Quotation marks 


his intellectual development and the details of his life should be. recorded, 
traced and documented almost entirely in his own words ” — Charles Poore, 
The New Yor\ Times, March 10, 1939 

When speeches or a short conversation are not given for their 
own sake but to illustrate a point, they are usually put in the body 
of the paragraph 

Do these instances of the beginnings of new words give us any hints in 
the search for those new words for which every passing month shows the 
urgent need? I think they do First, simplicity and euphony — though not 
simplicity at all costs Many years ago, I was chaffing an old friend about 
the deficiency of his native Welsh “It’s very lacking in the most ordinary 
scientific terms,” I remarked. “For example?” “Well, what’s the Welsh for 
galvanometer?** I asked “And if it comes to that, what’s the English for it-^” 
A very proper rejoinder which, correctly interpreted, means that gas is 
preferable to aeriform fluid, and drop-counter to ^talagmometer All within 
reason, of course does it follow, for example, that foreword is better than 
preface? — Allan Ferguson, “The Scientist’s Need for New Words,” The 
Listener, April 21, 1937 

b) There are no half quotes A sentence is either an exact quota- 
tion in quotation marks, or else it isn’t and so is not quoted. A 
speech summarized or quoted “indirectly'’ is not marked: 

Direct quotation The manager told me, “I work harder in one day 
keeping the girls busy than they work all week ” 

Indiiect quotation The manager told me that he worked harder in one 
day keeping the girls busy than they worked all week (Not The manager 
told me “that he worked haider m one day keeping the girls busy than 
they worked all week ”) 

c) Some writers of fiction — ^William Saroyan, William Carlos 
Williams (in Life Along the Passaic River), and others — do not use 
quotation marks in the dialog of their stories, but the practice is not 
common, and dropping them is somewhat confusing See *Conver- 
sation for their use in dialog 

3. Miscellaneous uses of quotation marks, (a) Many magazines 
use quotes around titles of books and periodicals, for which formal 
writing uses italics 

Down on Boston’s historic waterfront, a yachting-supply firm has in its 
window a display of books intended for the practical use of manners 
Standing between Bowditch’s “New American Practical Navigator” and 
Dutton’s “Navigation and Nautical Astronomy” is Mitchell’s “Gone with 
the Wind ” — The New YorJ^er, Dec 4, 1937 

In academic style, which uses italics for titles of books and the 
names of periodicals, quotes are used for titles of written works 
shorter than volume length, for single poems, short stories, magazine 
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articles, but not ordinarily for chapter titles. See Chapter 13, 
“Form of bibliographical entries,” page 378, and ^Titles of articles, 
books, etc 

b) In formal writing words that are used as words rather than 
for their meaning, like the examples in this book, are put in italics 
(underlined in manuscript) ; in informal writing they would often 
be put in quotes. 

“Capitalism” is thus a shape, a form, which speaks, commands, fights, 
runs away Asked to define it, the debater on the left introduces more 
abstractions “Absentee ownership,” “surplus value,” “class struggle,” “pri- 
vate ownership of the means of production,” “exploitation of the masses,” 
“imperialism,” “vested interests,” “proletariat,” “bourgeoisie,” the “profit 
system,” and many more. The great words roll — Stuart Chase, The 
Tyranny of Words, p 275 

c) In formal writing a word from a conspicuously different level 
of speech may be put in quotation marks, but this practice is less 
common than formerly. In informal writing there is less need for 
these apologetic quotes, because there is greater latitude in choice 
of words If the word is appropriate, use it without apology, and if 
It isn’t appropriate, ordinarily don’t use it. 

Everybody told Bib what a sucker [not “sucker”] he was, but he still 
had confidence in the designer of the plane 

After the Yale man had said his piece, the Dartmouth frosh started to 
blow his horn again [The question here is whether the said his piece, frosh, 
and blow his horn are appropriate, if they are not, quotes will not make the 
sentence respectable ] 

Colloquial figures of speech do not need to be quoted 

A dirt path would be easier to walk on and at the same time wouldn’t 
wear out so much cowhide [Not “cowhide”] 

d) Practice differs ’in writing single words that are spoken or 
thought 

Stephen said “Yes,” so we went to work at once 

Stephen said Yes, so we went to work at once 

Stephen said Yes, so we went to work at once 

Probably the first form is the most common. 

4. Quotation marks and other marks, (a) When a question 
mark or an exclamation mark ends a quotation, it is placed inside 
the quotes* 

“Don’t go near that wirel” he shouted 

Then in a calm voice she asked, “Why couldn’t you have said so in the 
first place?” 


722 




Quotation marks 


When a question mark or exclamation mark belongs to a sentence 
that includes a quotation, it is placed after the quotes: 

What kind of work can a man put into “the cheapest building that will 
last fifteen years”? — Lewis Mumford, SttcJ{s and Stones, p 172 

b) Most American publishers put commas and periods inside the 
close-quotes, whether they belong with the quotation or not. The 
reason for this is that the quotes help fill the small spot of white 
that would be left if the comma or period came outside. Some 
writers follow the conventions that apply to the exclamation and 
question marks, putting comma or period inside the quotes if it 
belongs with the quotation, outside if it belongs with the quoting 
sentence, but this usage is much less common 

Semicolons usually stand after the quotation mark 

c) Introductory words and stage directions are set off by a 
comma, or by two commas if they interrupt the quotation: 

Robert said, “I should think tha*^ by this time you would have learned 
what he expects of you ” 

“History,” it has been said, “does not repeat itself The historians repeat 
one another ” — Max Bflrbohm, Worlds, p 43 

(Note that does is not capitalized after the inteiruption because 
It does not begin a sentence ) 

The comma with a short informal introductory phrase is really 
unnecessary, since the quotes keep the two elements distinct, and 
there is noticeable tendency to do without it 

The OED says ‘The stress conte'nt is historical, & still common among 
the educated ’ — H W Fowler, p 9^ 

“Poetry gives most pleasure” said Coleridge “when only generally and 
not perfeedy understood”, — A E Housman, The Name and NaUtte 

of Poetry, p 36 

When quoted phrases are closely built into the construction of 
a sentence, they are not set off by commas 

I hurried past the zero case with its cream molds, just barely saying 
“HP” to Danny and the girls behind it 

“I give him the book” has two equally coirect passives “He is given 
the book” and “The book is given to him ” — E H Sturtevant, Linguistic 
Change, p 138 

A formal introduction to a quotation is usually followed by a 
colon, as in the statements introducing the examples in this article. 

(She ch 13, “Suggestions for taking notes,” p 382, and “The first draft,” p 386, 
•Conversation, •Plagiarism ) 
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q. V. means “which see” (from Latin quod vtde). It is used as a 
cross reference label in some reference works, though now more 
generally replaced by the English see 

p 

I \ (r) as in ready ^ arch, arrears, car. 

The r sound shows wide variation, more than that of any other 
consonant It varies m different English-speaking regions, from 
Scotch and North of England “burrs” to replacement by 9 (as 
in doQ for door) or even to complete omission In American speech, 
r IS strongest in Western pronunciation, less conspicuous in New 
England, Southern, and metropolitan New York 

The r sound also varies according to its position in a word It is 
strongest, in all regions, before a vowel real, rob, cheering, fairy 
Before a consonant sound it varies, as from bak to bark in bar/{. 
At the end of a word r is likely to be slighted, especially if the follow- 
ing word begins with a consonant sound are (a or ar), fare (faa or 
far); if the following word begins with a vowel, the r sound is 
usually full, as in far away In vulgate and sometimes in educated 
informal pronunciation r is intruded where none belongs to the word, 
as in “an idear of what’s right,” or it is transposed (“metathesis”), as 
in mod'ran for modern, ad'rion'daks for Adirondachj. 

In this Guide and Index the r symbol indicates the pronunciation 
of words with the expectation that the speaker will render the sort of 
r that he is accustomed to 

(For further details of r in American pronunciation see Kenyon and Knott, $$ 26, 

.82-85 ) 

racket The spelling racquet is British Write tennis rac\et. 

Racket in the sense of an illegitimate way of making money, usu- 
ally involving threats or violence, has made its way from slang into 
the informal language Used to mean any business or particular way 
of making money (the baseball racket, the lumber racket), it is still 
slang unless used to imply illegitimate means. 

radio takes the regular verb and noun endings, radioed, radioing, 
radios, radio's. 

raise-rear Rear is now formal in the sense of rearing a child or 
of being reared. Bring up in this sense is current in all levels of 
usage. Raised is good informal usage* “I was born and raised in 
Kentucky.” 
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Reading and writing 

rarely means “seldom” (or in archaic and formal English, “with 
rare skill,” as “a rarely carved panel”) 

Rarely ever (I rarely ever go) is an established colloquial idiom 

ration (rations) Ration is pronounced ra'sh^n or rash'3n, the latter 
the more general. 

re- The prefix re~, meaning “again,” is hyphened* (1) when the 
word to which it is joined begins with e re-enact, re'CnltUy re-enter^ 
re-exarntnCy and (2) when the form with hyphen can have a different 
meaning from the form without 

fefofnjy to change, improve — to shape again 
it cover y to regain — te-covet, to cover again 

and (3) (rarely) for emphasis, as in “now reseated in fair comfort,” 
or in informal or humorous compounds, rese-marrted 
Otherwise there is no hyphen rearrange^ refiney remit 

reaction has escaped from chemistry and the biological sciences to 
become a ^counter word for any response of feeling or idea 

Let me have your reaction to [often o/;] this 
She reacted violently when he appeared 
My reaction to this poem was on the whole favorable 

The objection to leaction in such use is the objection to all counter 
words It tends to crowd out more appropriate or more exact words 
— opintOHy attitudey jeeltngy responsey impresstony and any number 
of words for exact feelings and opinions 

Reading and writing We naturally read for entertainment and 
tor instruction, our inclinations lead us to the first type and either 
inclination or necessity to the latter But besides these fundamental 
motives for reading, anyone interested in writing has another — 
reading to set a goal for his own writing This does not mean 
consciously imitating Time or The Netv Yor\er or Walter 
Lippmann, Ernest Hemingway, or James Joyce It means rather 
reading with attention and occasional analysis the writers who genu- 
inely appeal to us and allowing what does appeal genuinely' to 
influence casually and naturally our own way of writing 

This sort of reading influence is especially necessary in college 
because a student must read so much in textbooks and routine 
reference books and in the literature of earlier periods This earlier 
literature furnishes material for thought and feeling — but very often 
an English major loses touch with the idiom of his own time. To 
counteract the effect of this college reading, a student interested in 
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real— really 


writing needs to read as widely as he can in the better current maga- 
zines and books, fiction and non-fiction, especially o£ the type that 
he hopes to write It is not likely that he will write papers that will 
be better than what he reads and he has no very sure background 
for judging his own work except a sensitive and critical reading of 
the somewhat similar work of the more important writers of his 
time. 

real— really Real is not used in formal writing except as an adjec- 
tive “a real experience, a real chore ” In vulgate and familiar use, 
real is an adverb, a more emphatic very (Write real soon; It’s real 
pretty. It went off real well). 

Really is both an informal and a formal adverb (a really successful 
party It really went off well) 

(Rffi-rince Pooky, pp 161-63 ) 

realtor This business coinage has an advantage not possessed b\ 
most of Its class, since it is much more economical than real estate 
agent Pronounced re'al tar, re'al tor 

reason is because In formal English the construction beginning 
“The reason is .” is completed by a noun or a noun clause, to 
balance the noun reason 

The reason for my poor work in French was [noun ] my intense dislike 
of the subject 

The reason for my poor work in French was [noun clause ] that I disliked 
the subject intensely 

But in speech not many noun clauses introduced by that art used 
and the connective that most obviously stresses the notion of reason 
IS because^ so that in colloquial English we should probably find 

The reason for my poor work in French w is because I didn’t like the 
subject 

“The reason is because . .” is frecjuentlv found in writing 

In general it may be said that the reason why scholasticism was held to 
be an obstacle to truth was because it seemed to discourage further enquiry 
along experimental lines — Basil Wiilfy, T/?t Seventeenth Centwy 
grottndj p 7 

Marckwardt and Walcott call this construction “Acceptable col- 
loquially” (pp 31, 112) In such use the because clause, m spite of 
Its form, is a noun clause, not an adverbial. 

(Reffrencfs Pooley, pp 134-5, F N Cherry, “Some Evidence in the Case of ‘is 
because,’ ’’ Amettcan Speech^ 1933, 8 55-60 ) 
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Reference of pronouns 

receipt— recipe (nset' — res'spi) Both words mean *‘a formula, 
directions for making something’^ Locally one or the other may 
be preferred by cooks, but they are interchangeable in meaning. Re- 
ceipt also means “a written acknowledgment for something received.’* 

Reciprocal pronouns Each other ^ one another are called reciprocal 
pronouns They are used only as objects of verbs or prepositions. 
In formal usage some writers keep each other to refer to two, 
one another for more than two General usage has each other for 
all senses. 

They had hated each othci toi years 

Formal For the first time all the members really saw one another 

Informal For the first time all the members really saw each other 

reckon See ^calculate, guess, reckon 

Redundancy, Redundant See Chapter 10, “Repetition,” page 289, 
^Repetition, ^Wordiness. 

Reference of pronouns Correction: Change the pronoun marked 
(or revise the sentence) so that its reference will be exact and 
obvious and the pronoun itself will be in the conventional form. 

1. Clear reference. 2. Agreement. 3. Indefinite reference. 4. Un- 
necessary pronouns. 5. Avoiding pronouns. 6. Omissions. 

A pronoun refers to something without naming it, so that its 
meaning is usually completed by its reference to some other word 
oi group of words, called its antecedent This fact makes using 
pronouns accurately more complicated than the use of other words 
The personal and relative pionouns are further complicated b) hav- 
ing a separate case foim for the accusative, as nouns do not And in 
writing, the form and reference of pronouns can be seen clcaily, so 
tliat their casual use, which does not attract attention in speech, 
should be made more exact and the conventions of published usage 
should be followed For these leasons a writer needs to watch his 
pronouns especially, and in revising a paper he should make sure 
that they are accurate in form and in reference Since a college 
student almost always' knows the form that is appropriate m a given 
sentence, an exact use of pronouns is simply a matter of care. Testing 
the reference of pronouns is one of the specific jobs of revision. 

This article runs over the principal points in the use of pronouns 
in formal and informal English. 

1. Exact and clear reference, (a) If the meaning of a pronoun 
IS completed by reference to a particular noun, the reference to this 
antecedent should be exact and obvious. 
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Reference of pronouns 

The first hundred miles, which we covered before lunch, were rough, 
but they seemed to go faster than the sixty we did in the afternoon (The 
noun miles is the antecedent of which and of they ) 

All purchases for the University pass through a central purchasing office 
These include books, trucks, building materials, food, and hundreds of other 
items {These refers to purchases ) 

Swimming may be more fun than calisthenics, but it can’t give such a 
general development {It refers to swimming ) 

On July 3 Mr Havermeyer asked Mr Paige to come to his house {His 
refers to Mr Havermeyer Although another name has been mentioned, 
only a perverse reader would fail to understand the statement The 
instead of his would be pedantic here ) 

Professor Frank thought that McKinly was grateful to him for allowing 
him to graduate (The first him refers to Piofessor Fran\, the second to 
McKinly Actually no ambiguity is possible here and the sentence would be 
all right in speech and informal writing ) 

Confusion may arise when the pronoun seems to refer to a nearby 
noun to which it cannot sensibly refer or when there is no noun 
nearby; when it refers to a noun used subordinately m the preceding 
construction, perhaps to one used as a possessive or as an adjective, 
and when two or more pronouns are crossed so that the exact refer- 
ence isn’t readily clear. Usually to improve such a reference the 
sentence must be revised. 

He isn’t married and doesn’t plan on it ( and doesn’t plan to many ) 

The next year he had an attack of acute appendicitis It broke before 
the doctors had a chance to operate {It cannot refer to appendicitis in the 
statement made The second sentence should begin His appendix 
Slips in reference are common when the pronoun refers back to a noun 
in the preceding sentence ) 

A legislator should be a man who knows a little about law and go\ein- 
ment and he should know how to apply them to the best interests of his 
people (For them put hts \nowiedge ) 

Bill provided more excitement one afternoon when he was skipping 
rocks across the swimming hole and cut open a young girVs head who was 
swimming under water ( . and cut open the head of a young girl who 
was swimming under water ) 

To many of us the word geology means little in our everyday lives Yet 
It deals with materials in use for making our homes and factories, metals 
of which our cars are made, and the fuel which enables us to drive them {It 
should refer to geology [the science] not to the word To revise, drop the 
word in the first line ) 

Businessmen without regard for anyone else have exploited the mass of 
workers at every pomt, not caring whether they were earning a decent living 
wage, but only whether they were getting a lot of money (The first thty 
refers to worl^ers, the second to businessmen The sentence needs complete 
rewnting, but the second part could be improved somewhat by saying 
not canng whether they paid a decent living wage, but only whether they 
were getting a lot of money ) 
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Reference of pronouns 


Remember that clear reference is a matter of meanings not just 
of the presence or position of certain words. 

b) English uses which ^ thaty thiSy and sometimes it to refer to the 
idea of a previous clause Formal usage tends to avoid this type of 
reference or to limit it to this 

Informal Her friend was lealous of her clothes and money and had 
taken this way of showing it {It refers to the idea in was jealous ) 

Formal Her friend was jealous of her clothes and money and had taken 
this way of showing her feeling 

Informal He never seemed to realize when academic tempests were 
brewing, which was probably a good thing — J R Parker, Academic 
Pioces<ton, p 86 {Which refers to the idea of the first clause ) 

Formal He never seemed to realize when academic tempests were 
brewing This was probably a good thing 

Informal From his firm grip, piercing eyes, and stern mouth I could 
sec that he was not to be trifled with, which was well proved a few weeks 
later {Which refers to the M^/-cIause ) 

Formal From his firm grip, piercing eyes, and stern mouth I could see 
that he was not to be trifled with This was well proved a few weeks later 

c) In conversation the reference of pronouns is freer than m 
writing The following colloquial examples, which would prob- 
ably pass unnoticed in a conversation, show one reason why m 
writing we sometimes find pronouns that seem inexact or that do 
not conform to editorial standards. 


Colloquial 

Gordon’s mother asked me to 
take him fishing because he was 
so interested in it but had never 
caught one 

Everyone likes to dance aflnd 
knew he would get plenty of it 
during the party weekend 

In aquaplaning the ropes should 
never be wound around the wrists, 
because if thrown he would be 
dragged along and injured 


Wtitten 

Gordon’s mother asked me to 
take him fishing because he was 
so interested in it but had never 
caught a fish 

Everyone likes to dance and 
knew he would get plenty of 
danang during the party week- 
end 

The ropes should never be 
wound around the planer's wrists, 
because if thrown he would be 
dragged along and injured 


2. Agreement of pronoun with antecedent* Pronouns referring 
to specific antecedents agree with the antecedents in number, gender, 
and person. 

a) Agreement in number A pronoun agrees with its antecedent 
in number* singular antecedent, singular pronoun; plural ante- 
cedent, plural pronoun. 

Singular Jimmy tried to go quietly, but he couldn’t keep from whisding. 

Plural: The boys had tried to go quietly, but they couldn’t keep from 
whistling 
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Reference of pronouns 

In formal English, each^ every ^ everyone are referred to by singular 
pronouns (*every and its compounds § 1) 

Almost everyone has some little superstitions which he would not violate 
for love or money 

In colloquial English these words are treated as collectives 
and are found usually with a plural pronoun 

Almost everyone has some little superstitions which they would not violate 
for love or money 

Maugham takes anyone from a gigolo to a lord and develops them 
[Formal him] with equal ease and finesse 

This colloquial agreement is sometimes found in print, but editors 
usually bring it in line with formal usage before publication. 

(Reference Russell Thomas, “Concord Based on Meaning versus Concord Based on 
Form The Indefinites,” College English^ 1939, 1 38-45 ) 

A collective noun is referred to by either a singular or a plural 
pronoun, depending upon its meaning in the sentence (^Collective 
nouns) : 

Singular When a gang of rabbit hunters spreads out over a field, tt 
doesn’t lose any time 

Plural When a gang of rabbit hunters spread out over a field, thc\ 
don’t lose any time 

Often when a pronoun does not agree with its antecedent, the 
antecedent could be changed rather than the pronoun 

Putting himself in the shoes of the slave owner, Lincoln realized that 
they had a right to feel as they did toward emancipation (This could be 
made consistent by making slave owner plural better than by changing 
they to he ) 

Labor’s third and major contention is that they do not receive an 
adequate return for the services they render (Here changing 
to The workers' would be more accurate than changing the pronouns to 
the singular ) 

b) Agreement in person. Except in indefinite pronouns (§ 3 of 
this article), there is little difficulty with agreement* 

First person I wish Mr Patterson had told me before 

Second person You should have thought of that yourself 

Third person The woman had said she was over twenty-one. 

A relative pronoun agrees with its antecedent . 

Formal I, who am your nearest relative, would help you 

He is one of those people who do just what they want to, {They refers 
to who, which refers to people ) 
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Reference of pronouns 


c) Case of pronouns. The case of a pronoun depends upon the 
construction in which it stands, not upon its antecedent. See *Case 
and the articles there referred to; *be § 2, *who, whom. 

3. Indefinite reference. Often pronouns are used to refer to the 
writer’s group or to the readers or to people in general instead of to 
specifically mentioned people. English has no such convenient 
pronoun as the German man or the French on Our one has a 
definitely formal and stiffish connotation. We and you seem to be 
slightly more personal, more expressive, and are very generally used, 
as in various articles in this book This is a question of style rather 
than of grammar, and whether you or they (“They say . . ”) or 
we or one or people or some other noun is used depends on its 
fitness in the particular passage 

Care should be taken to keep indefinite pronouns consistent, not 
shifting from one to youy for example 

When you have worked a day here you have really earned your money 

Or When one has worked a day here he has really earned his money 

Not: When one has worked a day here you have reallv earned your money 

An indefinite pronoun should not be substituted for a definite 
personal pronoun * 

For me there is no fun in reading unless / can put myself in the posiuon 
of the characters and feel that / am really in the scene (Not For me there 
IS no fun in reading unless you can put yourself in the posiuon of the 
characters and feel that you are reallv in the scene ) 

The indefinite pronouns {all, any, each, everybody, jew, nobody, 
somebody, and so on [^Pronouns 8]) have no expressed antecedent, 
so that their use involves consistency but not agreement 

Since English has no single pronoun to mean he-or-she, the 
masculine he is conventionally used instead (*he-or-she) * 

The time comes to every senior when he [Not he ot ihe^ anxiously looks 
forward to that eventful day 

4. Unnecessary pronouns. Sometimes a possessive pronoun is 
used where the would be more idiomatic 

We stopped to see the [lather than o«/] first unusual sight 

5. Avoiding pronouns. Pronouns are necessary and convenient 
but because they do lead sometimes to inconsistent uses (that are 
marked by teachers and editors), some writers tend to avoid them, 
using a noun instead. The result is usually unidiomatic or clumsy 
English . 
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Referenc* paper 

That’s the reason I hesitate to picture the owner of a gnp from the 
appearance of the bag (Better That’s the reason I hesitate to picture the 
owner of the bag from its appearance ) 

Arrest of the woman yesterday followed several days of observation of 
the woman's [Better her\ activities by agents of the Stores Mutual Protective 
Association 

Pronouns are especially useful to bind together clauses and sen- 
tences. In the following paragraph each sentence seems to be a new 
beginning, but with pronouns instead of Mr Frothtngham^ the 
paragraph would be closely connected 

Roland W Frothingham died at his home on Commonwealth avenue 
on Tuesday Mr Frothingham [He] was born m Boston in 1846 and had 
lived here ever since Mr Frothingham’s [His] ancestors came from Ipswich 
Mr. Frothingham [He] was educated at Harvard College 

6. Omission of pronouns. In familiar writing and in conversa- 
tion, pronouns, especially /, are often omitted (*I §3; Chapter 9, 
“Subjectless sentences,” page 259) and in colloquial and informal 
writing the relative pronoun is often not used in relative clauses 
(^Relative clauses) 

The first man \that\ I met had never heard of such a street 

(For the classes and forms of pronouns, see *Pronouns, for further instances of their 
use, see the articles on particular pronouns, *1, *we, *who, whom, *himself, herself, 
•myself See also ch 4, “Pronouns,” p 108 References All grammars treat the 
use of pronouns The discussions in the large grammars (Curme, jespersen ) are 
extended and discuss many special uses ) 

Reference paper The methods and form of an academic reference 
paper are presented in detail in Chapter 13, page 363. 

References See Chapter 13, “The working bibliography,” page 377 
and “Footnote form,” p^age 388. 

Referent (ref'^rant) is the object, class of objects, act, situation, 
quality, or fancy which a word means. The referent of boo\ is 
either a particular book being discussed or a generalized notion 
based on our observation of various books. For discussion see 
Chapter 11, “Denotation,” page 318. 

Reflexive pronouns See ^Pronouns § 4, *himself, herself, ^myself 

regard (regards) Good English uses the prepositional phrase tn 
regard to, vulgate and low colloquial use more often tn regards to, 

regardless 4ess is a negative ending and makes the word mean 
“without regard to”; prefixing an ir- {trregardless) doubles the 
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Relative pronount 

negative and makes a word so far regarded as unacceptable in writing 
but in frequent colloquial use. 

Relationships between facts (material of paragraphs). See Chap- 
ter 7, page 180. 

Relative clauses A relative clause is an adjective clause introduced 
by a relative pronoun {that^ which^ or who), or a relative adverb 
{where^ whetiy why), or without connective 

The rain that began in the nwtning kept on all night 

The coach was now abused by the alumni who two yeaib before had 
worshiped him 

The road to the left, which looked almost impassable, was ours 
The first place where they camped turned out to be impossible 
The man / met that afternoon has been my friend ever since (Formal*. 
The man whom I met ) 

The ideas we held in common were few indeed (Formal The ideas 
that we held ) 

A relative clause stands after the noun it modifies In the first 
sentence above, the clause modifies ratity in the second alumnt, in the 
third road, the fourth place, the fifth man, and the sixth ideas 

(Sii *that, *who, whom, *which, *Rcstiictive and nonrcstnctive ) 

Several relative clauses in succession make for an awkward, or 
at least conspicuous, house-that-Jack-built sentence that should be 
avoided 

People who buy houses that have been built in times which had con- 
spicuous traits of architectuie which have been since abandoned often have 
to remodel their purchases comple'tely 

Relative pronouns The relative pronouns are as, that, what, what- 
evet, which {of which, whose), who {whose, whom), whoever 

Somebody, who [or whom\ I don’t know, shouted, “Put ’em out” 

The Senator, who^e term expires next year, is already worrying 
I haven’t read the same book that you have 

That refers to persons or things, who to persons Which refers 
to animals or objects or situations, and also to collective nouns even 
if they refer to persons 

The army which mobilizes first has the advantage 
The Board of Directors, which met on Saturday 
The Board of Directors, who are all bankers, 

(Particular points m the use of these relatives will be found in separate entries on 
each, especially those on *that, *which, *who, whom See also ^Restrictive and 
nonrestrictive ) 
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Relative words 

Relative words See Chapter 11, page 320. 

remember In vulgate English remember is supported by o/ (I 
don’t remember of doing that) and colloquially by about (1 don'» 
remember about that at all). In most wiitten English the unsup 
ported verb is used 

I don’t remember doing it I don’t remember that at all 

Renaissance— Renascence The long spelling is the more common 
Renaissance is pronounced ren's sans' or ren's zans', or, less com- 
monly, ri na'ssns; Renascence is usually pronounced ri nas'ans The 
word IS capitalized when it refers to the period of history, not when 
referring to a revival, as “the pre-war renaissance in poetry ” 

Repetition Correction: Revise so as to remove the meftective 
repetition of word, meaning, or sound. 

Repetition of word, thought, or sound may be an effective tiait 
of style, contributing especially to emphasis Unhappy repetition 
IS discussed in Chapter 10, “Repetition,” page 289, successful repeti- 
tion is discussed in the same section, page 291 This article reviews 
only some unsuccessful sorts of repetition that ordinarily require 
revision. 

1. Words and phrases. A word that is the name of the subject 
of a paper or of one of its important parts must occur frequentlv. 
though pronouns and economical sentences can keep down the 
repetition Unnecessary, ineffective repetition is usually a mark of 
carelessness or msensitiveness An attentive reading over would 
have led the writers of the following to revise their sentences, 
removing the obvious repetitions and other deadwood too 

The administration of the Incan government was based on a dccimd 
basts [ was on a decimal basis] 

The Indian’s culture was so different from the white man’s [culture] 
that he has done very well to change as much as he has in such a shoit 
[period of] time 

From here on there was no trail and if there had been it would h.nc 
been snowed under [by the snow of] the night before 

Especially conspicuous is repetition of a word used in a different 
sense 

Our club IS as much a fraternity as any house along the row Oui 
unity and fraternity [Substitute brothet hood'] have brought us real sitiv- 
facdon and much success 

2. Meaning. Meaning of single words or of longer groups is 
often repeated in near synonyms: 
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Reports 


. where he did very successful work there (Drop the there ) 

In many books the setting [i^ery often] is in some foreign country. 

At eight thirty [in the morning] you punch the time clock for the 
start of the day 

Here comes an elderly woman whose feet and legs are harnessed into a 
pair of [antiquated and] almost obsolete high-button shoes 

New leg kicks are shown him, new arm stretches are demonstrated, 
and different ways of breathing illustrated (He is shown new leg tricks, 
new arm stretches, and different ways of breathing ) 

3, Sound. Jingles and rhyming words are out of place in prose 
and do not occur as often as repetitions of unstressed syllables, 
especially the -ly of adverbs and the endings of some abstract nouns, 
like -tton, which are unpleasant when noticeable. 

Reports Business and technical reports are a form of presentation 
of material for easy and immediate reference A report may contain 
the results of laboratory or field research, of any type of investigation, 
as in business and advertising surveys, it may be a more or less 
routine report of activity, piocesses, progress; or it may carry princi- 
[lally a recommendation foi action or decision with the evidence 
upon which the recommendation is based It is essentially an orderly 
presentation of data arranged for a specific purpose. 

The typical parts ot a full report are 

1 Title page, carrying the title, name of the maker of the report, the 
person or group to whom it is made, place and date, and any other necessary 
preliminary information 

2 Letter of transmittal, usually a formal presentation of the report 
in the form of a letter fiom the maker to the recipient (Tlie letter may 
contain special acknowledgments and other preface matter ) 

3 Table of contents, listing the main heads and usually at least one level 
ot subheads, with page references 

4 A brief piehminary summary ot the most important ideas developed in 
the body if it is long 

5 The body of the repoit, picsenting the data, the apparatus oi methods 
used in compiling it, necessary discussion, or recommendations 

6 An appendix, if necessary, containing tables of figures, documents, 
bibliographies, or any matter that would be hard to work into the body 
of the text 

7 Index, if the report is long and treats a variety of topics 

In style the outstanding features of a report are clarity and ease 
of reference Usually the margins are wide, the spacing generous, 
the headings and directions to a reader many and revealing. Data 
is often thrown into the form of tables of statistics, ^diagrams, graphs, 
illustration A report is usually compactly technical, in the vocabu- 
lary and idiom of the people to receive it, who are usually trained 
in the field. 
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The clarity, compactness, and adjustment to particular readers 
make a report a specialized but highly effective form of communi- 
cation Since its sole aim is presentation of data gathered for a spe- 
cilic purpose, it does not lend itself to amateur practice, but a student 
would do well to famiharizc himself with the type of report likely 
to be used m the field in which he expects to work, and if possible 
to make a collection of reports for future guidance. 

(Fuller discussion of the method and form of reports will be found in books on 
business, scientific, and technical writing, such as the following Agg, Thomas R jnd 
Foster, Walter h y The Preparation of Engineering Reports (New York, 1935) H ikcr, 
R P and Howell, A Qy The Preparation of Reports (New York), rev tcl , 
1938 [The most comprehensive treatment] ) 

Requests See ^Commands and requests. 

researcher has been added to the English vocabulary as a needed 
shortening for research wori^er 

Private collections of newspapers have never been many, though at least 
two men have earned the gratitude of generations of researchers — Biirnv 
. . and Hope. . — Lxindon Times Literary Supplement Feb 6, 1930 

Research paper See Chapter 13, The Reference Paper, page 363. 

Resolutions A resolution is a formal record of action taken by a 
meeting or an organization to be sent to someone. It is used typically 
in expression of sympathy or in recording of sentiment or in recom- 
mendation of action The style is formal and the expression arranged 
in a standardized formula 

Whereas, The experiences of the past few weeks have shown , and 

Whereas, Our expectations of a more favorable attitude on the part of 
., therefore be it 

Resolved, That this body feels it its duty to inform , and be it further 

Resolved, That a copy of these resolutions be sent 

John W Appel, Secretary 

rest There are two rest\ in English, both in good standing Rest^ 
repose, is from Old English rest, rest, remainder, is from French 
reste. 

Restrictive and nonrestrictive Correction: If the modifier marked 
is restrictive, it should not be separated from the word it modifies 
by a comma; if it is nonrestrictive, it should be set off by a comma 
or by two commas. 

1. Restrictive, or dose, modifiers. A restrictive modifier defines, 
limits, identifies the word it refers to, that is, it gives a fact that sets 
the word off from other things of the same class. In speaking or 



Restrictive and non restrictive 


reading aloud, there is little pause and the voice is usually sustained. 
If the modifier is omitted, the statement either becomes meaningless, 
as in the first sentence below, or else it has a quite different meaning, 
as in the second: 

It was a quite different looking person who waltzed out into the cold 
frosty air a few minutes later 

The right of the dictatorships to decide how long this wholesale l^iUing 
goes on is unquestioned 

The Italicized elements in the following sentences are restrictive 
and should stand as they are here, without commas . 

His opponent appeared at one of the really important rallies with a dftn\ 
too much in him 

Reform should be an application to wider fields of methods with which 
people are already familiar and of which they approve 

In many states parole boards still persist in turning loose prisoners who 
should remain behind bats 

Mr Colman proves his versatility as an actor when he philosophizes 
one minute and punches his brothei on the nose the next He portrays 
a man of action if the occasion lequtres and at the same time a mild- 
mannered, soft-spoken individual who gives the impression of being able 
to thin\ He has to make important decisions when his brother and Margo 
tell him that this Utopia is a lot of hooey Mr Colman is the only actor 
I have ever seen who can show that he is thinking 

2. Nonrestrictivc, or loose, modifiers. Modifiers which do not 
limit the meaning of a noun but add a descriptive detail are non- 
restrictive and are set off by a comma or commas. In speaking or 
reading aloud, there is usually a slight pause and change in level of 
voice before and after a loose modifier As a rule a nonrestrictive 
modifier can be omitted without altering the fundamental meaning 
of the statement 

A modifier that follows a proper noun is usually nonrestrictive, 
since the name itself identifies exactly the person or place mentioned: 

Josit, aged 16, told Ma and Pa Pansky a thing or two 

Just below Poughkeepsie, which we reached in a little over two hours, 
we had another breakfast in a roadside lunch wagon 

3. Optional punctuation. Not all modifiers are clearly restrictive 
or nonrestrictive ^ there arc degrees of closeness. Use of commas 
emphasizes a slight relationship, lack of commas suggests a closer 
relation. The difference in such sentences is more of tone, of move- 
ment than of meaning. The italicized modifiers in these sentences 
might or might not be set off by commas. 

These physicians who so vigorously oppose state mediane have definite 
bases for their opinion. 
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They had of course more experience by then 

The sound of swing music reached my ears from a room down the hall 
even before 1 heard the tramping feet that seemed to go with it 

In open punctuation fewer commas are used, tending to bind the 
parts of a sentence closer together. As a rule the safest test is reading 
the sentence aloud, using commas if you pause slightly and change 
your tone of voice before the modifier. 

(See ch 5, “With close and loose modifiers,” p 144 Reference W Paul Jones, 
“Punctuating Nonrestrictives,” College English^ 1948, 10 158-62 ) 

Result Adverbial clauses of result are introduced typically by so 
that, so, so ,, , that, such . . that, and that So is rather informal 
and colloquial, such . . . that and that likely to be formal The most 
common is so that. 

He had been taught always to expect the worst, so that [so] he wasn’t 
surprised 

He was so used to suffering that one more disaster made little difference 

The house was such an expense that they were giving it up 

Reverend is not used without the first name or initials of the 
person to whom it refers; the abbreviation is used in newspaper and 
more or less informal writing* 

Reverend James Shaw Rev James Shaw 

Reverend J T Shaw Rev J T Shaw 

Not Rev Shaw 

The Reverend before a name is rather more formal 

the Reverend James T Shaw the Reverend Mr Shaw 

The reverend used instead of a clergyman’s name (The reverend 
wasn’t there) is colloquial and vulgate. 

In the salutation of a letter, after an inside address, write Dear 
Sir or Dear Mr Shaw 

Revision Most people, amateurs and professionals, do better work 
if they write a first draft rather rapidly and then revise it In 
revision a writer checks his material, to see if it is sufficient for his 
purpose, looks at the plan, the paragraphs, the sentences from a 
reader’s point of view, so far as he can, and he looks at the small 
matters, spelling, punctuation, the words, and the grammatical con> 
structions. Most of the points taken up in this Guide-Index are to 
be applied in revision. 

(For further discussion see ch 1, “Revising,” p 16, ch 7, “Revising paragraphs,” 
p 189, ch 9, “Wntmg and revising sentences,” p 264, and the alphabetical articles 
in this book that you may need ) 
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Rhetoric Rhetoric is the study of the theory and practice of com- 
position, both oral and written. 

The principles of rhetoric are so liable to abuse that the terms 
rhetoric and rhetorical are often used in a derogatory sense to imply 
excessive elaborateness in style, a show of words rather than a show 
of meaning Partly because of this degradation of the word rhetoric^ 
composition is often used in its place. 

Rhetorical questions are really statements in the form of questions, 
since no direct answer is expected and the writer does not intend 
to give one In conversation they often carry some special accent, 
of accusation, for example “Could you have done any better 

Since nearly three-fourths of your efforts are directed toward revers- 
ing this natural order of things, may I ask Your Excellency a few ran- 
dom questions? Why is it that of two brothers under my observation 
in the same environment, one entered the United States Senate, while 
the other all his life has conducted a fourth class, small town restau- 
rant? Why has one of our greatest publicists an imbecile brother and 
a wayward sister? Why, of two brothers, reared under the same roof, 
with the same parental influence, does one become a village loafer and 
the other a philosopher? Why, out of the first fifty-one names in the 
Hall of Fame, are ten of them the sons and daughters of preachers? 
Why IS one out of twelve of all the names in Who's Who, our most 
democratic roster of fame, the child of a minister? Is it necessary for 
me to present proof to you that ministers are on the average men of 
character and intelligence? Why out of the first forty-six names m the 
Hall of Fame, have twenty-six of them from one to three relatives of 
national renown? Docs it not argue that they probably belong to great 
breeds, truly noble strains of blood? Why is it, that if you are born 
from certain strains of blood you have one chance in five of having a 
celebrated relative, and if from other strains your chance in this respect 
IS hardly one in a thousand? Why has the Edwards family, living in 
thirty-three different countries, under differing environments, out of one 
thousand four hundred members given us one thousand four hundred 
social servants, many of world distinction, while the Ishmacl family, studied 
by Eastbrook, out of approximately fifteen thousand members has given 
us nearly fifteen thousand social scourges? — Albfrt Edward Wiggam, The 
New Decalogue of Science, p 46 

rhyme, rime The simpler spelling seems to be gaining slowly on 
rhyme. It is not only simpler but was the original spelling in English 
Rhyme is a characteristic of verse but is out of place and an un- 
necessary distraction in prose (As I lay in bed, I heard the ram in 
the drain). 

Rhythm A detailed study of the rhythm of prose would belong to 
the study of literature, but a writer needs to remember that part 
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of the effect even of written language comes from rhythm, from 
the frequency and intensity and arrangement of the stresses of his 
words In reference works and news stories rhythm counts for little, 
but in writing that can be read aloud with pleasure it is a considerable 
factor and even in reading silently most people get some impression 
of the sound of a passage. 

A rhythmical analysis of a short passage of formal and of infor- 
mal prose will show some characteristic qualities of rhythm and 
can serve as a basis for further discussion of rhythm in prose. 

And so, I when their day | is over, | wHen their good | and their 
evil I have Become | eternal [ b^y tKe immortality ] of tBe past, | be ft 
ours 1 to feel | that, 1 where they suffered, ] where they failed, | no 
deed | of ou^-s | was tfie cause, | but wherever | a spark | of the divine | 
fire I kindled | ih their hearts, | we were | ready | with ^courage- 
ment, | with sympathy, \ with brave word^ | ih which | high courage | 
glowed 

— Bertrand Russell, My^Uctsm and Logic y p 56 
Mother ] used to go | to the cem^etery | ih Woodlawn | with hei 
arms | full of | flowers, | and lay ( the pretty things | hy some | he^- 
stone, I as a sign | of remembrance j A^fter a while | she bought | a 
cast-fron | chair | and lelpt ft | out there, | ihsicle | the square 1 farhily 
plot, I so that when | ft took her | a long time | to arrange | her 
flowers I she could su down | and rest. 

— Clarence Day, Life With FatheVy p 257 


1. Analysis of rhythm. A sensitive reading aloud is the real test 
of rhythm, but occasional analysis will emphasize certain traits of 
rhythm and perhaps of other points of style It is best to read the 
passage to be analyzed aloud naturally and then to go over it again, 
noting and marking the stresses Although readers will vary some- 
what in their reading of certain sentences, as they do in reading lines 
of verse, there will be a surprising agreement among readers after 
a little practice. Elaborate schemes for analysis of prose have been 
worked out, but a simpler scheme is given here that will be sufficient 
to indicate the principal qualities. 

a) Stress. The stress that syllables receive varies considerably in 
force, but usually it is sufficient to indicate three levels, lack of stress 
(x), full stress ('), and an intermediate, or secondary stress ('): 
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<,/* /XX x/y / 

an intermediate or secondary stress 

Care needs to be taken not to exaggerate the stress m reading fc 
analysis 

b) Feet In prose rhythm the “feet” do not cut across words i 
they do in analyses of verse, but follow sense units. Feet may rang 
from one syllable to seven or eight syllables They are arranged an 
named according to the position of the main stress 

Rising^ beginning with unstressed or lightly stressed syllable an 
ending with a fully stressed syllable 

and so wuh her arms when their day 


Falling, beginning with a stressed syllable and ending with or 
of little or no stress 

/X ./ ^ X / /XX 

mother high courage stressed syllables 

Waved, the foot beginning and ending with syllables of the sarr 
stress. This type may be subdivided into 

Crest, in which the stressed syllables are in the middle 

eternal and left it to the cemetery 


Trough, in which the stressed syllables are at the ends: 

/xx / /Xx / 

after a while family plot 


Level, one stressed syllable or two or more stressed syllables: 

/ / / 

glowed no deed 


Some readers tend to make shorter feet, representing slower rea( 
ing and fuller stresses, and others make longer feet with fewer fii 
stresses 


of the divine | fire or 


y X K ✓ / 

of the divine fire 


X / / /x ^ X ^ ^ ^ ^ 

in which | high courage or in which high courage 


For practice work in analysis of rhythm probably the first method 
better than the second and it has been followed in the passag 
analyzed above 

c) Summarizing the feet If a summary of the analysis of tl 
paragraphs by Russell and Day quoted on the opposite page wou 
be useful, it can be made by some such tabulation as the followin] 
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Rising feet 

x' 

xx' (x", etc) 
Longer 
Total 

Falling feet 

'x(") 

'x X 
"x 
Longer 
Total 

Crest 

x' X 
X ' X X 
X X ' X 

Longci 

Total 

Trough 

'x' 

'xx' 

longer 

Total 

Level 

p 

pp 

Total 


Russell 

5 

9 

1 


15 


3 

0 

1 

0 


2 

1 

3 

2 


0 

0 

0 


3 

1 


Day 

5 

5 

2 


12 


6 

0 

0 

0 


4 

0 

1 

2 


1 

2 

0 


1 

0 

1 


2. Comments on prose rhythm, (a) In contrast to verse, the 
rhythm of prose is marked by variety of movement, passages cannot 
be defined in two words like “iambic pentameter’* (though the im- 
portance and actual descriptiveness of such metrical labels of verse 
have been exaggerated) Certain contrasts, such as a series of long 
feet broken by a short one and vice versa, are characteristic of good 
prose. 

b) It IS generally regarded that the movenjent of the end of a sen- 
tence and to a less extent of the end of subordinate elements, such 
as clauses, are the most important feature of rhythm The ending 
will either be rising, with the heavy stress last, which usually gives 
a vigorous conclusion, or falling, with the unstressed syllable last. 
The beginnings of a series of sentences usually show variety in stress. 

c) Usually a sentence should not be continued after a pleasing 
final rhythm This explains in part why “tacked-on” expressions 
often seem ineffective. 

d) Although beginning and ending are the most important ele- 
ments in rhythm, good English prose does not sag in the middle 
of sentences. Wordiness or long functional phrases contribute to 
weak rhythm. For mstance: 
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The wheels that are made here vary greatly in size, because of tfie 
fact that they are ma^de for all types of rnachmery Contrast because 
they are made for all types of machinery 


e) The stresses of prose as of poetry vary considerably in their 
intensity. The stresses in the passage from Bertrand Russell are 
heavier than those in the one from Clarence Day, as those m 
Browning’s poems are heavier than those in Robert Frost’s. 

f) Rising and waved rhythms are most characteristic of English 
prose Falling and level rhythms are less common and are often 
useful for gaining variety English sentences seem rarely to begin 
with a strong stress The most common opening is the x ' foot 

These suggestions can lead to detailed observation of prose rhythm 
that will point out some of the characteristic differences between 
writers Sometimes such an analysis can suggest some changes in 
revising a manuscript to improve the rhythm of the sentences 

(Rtn^RFNCts Norton R Tempest, The Rhythm of English Prose (Cambridge, 1930), 
IS probably the best discussion of the subject, Oliver Elton, English Prose hJumhers 
(“Essays and Stutlics by Members of the English \ssociation,’’ iv, 29-54), D()br<t, 
pp 22, 27, Rickert, ch 5, George Saintsburv A History of English Prose Rhvthm 
(London, 1922) 


right In the sense of ‘‘very,” right is a localism (We’ll be right glad 
to see you). 

Right along, right away, right off are colloquial and informal 
idioms. 


rise In referring to people, arise is formal and poetic, rise is rather 
formal; get up is informal and colloquial 

role Role (a role in a play) is still conservatively spelled with the 
circumflex (role), but in common usage the accent has been dropped 

Any role that seemed heroic attracted me— Clarence Day, Life With 
Father^ p 82 

Roman numbers For the forms and uses of Roman numbers 
(i, 11, 111, cxlvi . . .) see ^Numbers § 3 

round— around In colloquial and informal usage round and 
around arc used interchangeably, with a definite tendency to use 
round (or to clip the a of around so short that it would be taken for 
round). 

In formal English there is some tendency to keep around to mean 
“here and there” or “in every direction” and round for “in a circular 
motion” or “m a reverse motion”. 
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I have looked all around There aren’t any around here 

He IS going round the world. Everyone turned round. 

Around is informal in the sense of “about, near”: 

He had around $200 in bills Is anybody around [that is, around here] 

All-round is an informal adjective (an all-round flour, an all- 
round athlete), which is often all-around in colloquial usage. 

Round has no apostrophe. 

route The pronunciation root is general, but rout is in common 
use, especially in the Army and colloquially, as of newspaper and 
delivery routes. 

run In good informal use in the sense of “manage, operate” (He 
runs a hotel in Florida). 

Run-on sentences A run-on sentence is made up of two or more 
grammatically complete sentences written as one, without a con- 
nective between the statements and punctuated with a comma or 
with no mark at all 

The average age of a college freshman is 18 or 19, some may be a year 
or two younger 

You may say, “Look at Switzerland, she is always neutral ” 

Ineffective run-on sentences are discussed in *Comma fault, and 
effective ones in ^Contact clauses Both types are discussed more 
fully in Chapter 9, “Run-on sentences,” page 253. 

S 

represents principally two sounds, s and z: s as in so, sorry, 
btscmt, crops, z as in easy, was, Jones In a few words s spells sh 
tension, sure, sugar, and in some zh leisure, pleasure, measure 

S is silent in several words, most of them from French aisle, 
debris, rendezvous, island, Arkansas, Louisville, often in Saint Louis, 
and usually in Illinois. 

(See *sh, for plurals m -s see ^Plurals J 1, *Jones, for the genitive of words ending 
in -s, *Genitive case $ la ) 

said As an adjective said (the said person, the said idea) as legal 
and is not used in general writing. 

saint The abbreviation St. is used with names (St. John, St. Louts) ; 
plural 55. (55 Peter and Paul). Occasionally the French feminine 
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form, Satnte^ is used {Sault Satnte Mane). The abbreviation of the 
feminine form is Ste. 

same Same is used as an adjective (the same color) and as a pro- 
noun in such expressions as “The same happened to me once** and 
popularly in “1*11 take the same,*’ “more of the same.” 

Same as a pronoun is also characteristic of legal and outmoded 
business use “and enclose check for same” where better style would 
have It or them instead of same. 

Sarcasm Sarcasm is a quality of bitterness or reproach in a state- 
ment — ironical (that is, to be interpreted differently depending on 
one’s point of view) or direct The sarcasm lies in its harshness. See 
*Humor, and Chapter 12, “Degree of statement,” page 352. 

say Say is the general word for speaking Tal\ implies a continued 
“saying ” State implies a formal “saying” and is better kept for this 
meaning (Not “Mr. Owen stated that he was ready if we were”). 

In labeling the speeches of characters in a story, said is the best 
word to use, since it attracts least attention, unless there is reason for 
using a more specific word See ^Conversation. 

Say in informal English also means “order, request” (He said to 
go back or we’d get in trouble) 

Say in the sense of “suppose,” “perhaps,” “for instance” (Say they 
went sixteen miles) is colloquial and informal. 

scarcely See ^Double negative §3. 

Schoolgirl style The “schoolgirl style” is characterized by senti- 
mental counter words {lovely ^ cute), by exaggeration, and by reli- 
ance on all sorts of mechanical forms of emphasis — exclamation 
marks, dashes, capitals, one, two, and even three underlinmgs. These 
serve as satisfying muscular release to the writer and may add a 
sort of glow to a letter, but they should not be transferred to the 
printed page, and any suggestion of the style, except of course to help 
portray a character, should be avoided. 

Scientific and technical writing The ideal of scientific writing was 
expressed very early in the modern scientific movement in Thomas 
Sprat’s History of the Royal Soaety (1667). The members of the 
Society, he said, tried 

to return back to the primitive purity, and shortness, when men delivered 
so many things, almost in an equal number of words They have exacted 
from all their members a close, naked, natural way of speaking; positive 
expressions, clear senses, a native easiness, bringing all things as near the 
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mathematical plainness as they can, and preferring the language of artizans, 
countrymen, and merchants, before that of wits or scholars. 

Exactness rather than grace or variety, or even emphasis, is the goal 
of most scientific and scholarly writing, of most writing that is done 
by members of a profession to be read by other members. Occasion- 
ally It attains the ideal of “delivering so many things, almost m an 
equal number of words”: 

A stable, stainless, organic mercury compound solution of high germicidal 
value, particularly in serum and other protein media. 

But if Thomas Sprat could read much current scientific writing, he 
would find that it had departed far from “the language of artizans, 
countrymen, and merchants ” 

The chief reason for the “big words” that seem to a layman the 
most conspicuous trait of scientific writing is that scientists have 
discovered and named qualities and things of which the average 
person is quite unaware. Their descriptions are more detailed than 
people in general need On page 13 of Webster s Neu/ Collegiate 
Dictionary y for instance, is a scientific description of the n sound: 

§ 66 « as in none, knit, canny, inn, etc , is the voiced tongue-point 
alveolar nasal continuant corresponding to the voiced tongue-point stop 
d and the voiceless tongue-point stop t All three sounds are made with the 
tongue point on the alveolar ridge (teethridge), and are hence sometimes 
called alveolar consonants, or, less accurately, dentals — By permission From 
Webster's New Collegiate Dictionary, copyright, 1949, by G & C. Merriam Co. 

In contrast to the rather loose meanings of words m general 
usage, scientific writers try to confine their words to a single specific 
meaning. Ordinary people speak of biliousness and eyestrain, though 
those words have no definite meaning for doctors or oculists. Some 
scientific words are taken from the general vocabulary and given 
special meanings, like magnitude m astronomy, jorce m physics, 
complex in psychoanalysis, dip and incline in geology. But the 
tendency now is to build words from Latin or more often from 
Greek roots that are self-explanatory (to anyone who knows their 
elements) • photo-micrography, beta-methyl-arnido-croton-anilide 

The sentence structure and other traits of style in scientific writing 
are formal, appropriately formal because its audience is specialized. 
The style is impersonal, completely impersonal in monographs, text- 
books, and articles in the scientific journals, less impersonal in 
popular treatments of scientific subjects. Three levels of scientific 
writing are illustrated in the following quotations. The first para- 
graph IS a simple statement of fact: 
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The nature of the force exerted by a wave upon any obstacle, such as a 
cliff or beach, depends in part upon the type of wave and its condition at 
the moment of collision with the obstacle If an unbroken oscillatory wave 
strikes a vertical wall or cliff the base of which reaches down to deep water, 
the wave is reflected back At the instant of contact the crest of the wave 
rises to twice its normal height and the cliff is subjected to the hydrostatic 
pressure of this unusually high water column The absence of any forward 
thrust of the water mass under these conditions is shown by the behavior 
of boats which have been observed to rise and fall with successive waves 
without touching the vertical wall only a few feet distant Hagen concludes 
that under such circumstances debris must accumulate at the base of the wall 
and that therefore the prejudice against vertical sea walls and harbor walls, 
based on the fear of undermining by wave action, is ill-founded — Douglas 
W Johnson, Shore Processes and Shoreline Dtvelopmenty p 57 

That IS part of an informative treatment of wave action, accurate 
and compact. It would be read, however, only by someone who was 
consciously looking for knowledge of the subject The following 
passage is intended for a more general audience, though one limited 
to people of some intelligence and with a definite interest in more 
than the superficial appearance of their world The facts are pre* 
sented with a minimum of technical language and made more vivid 
by the use of familiar comparisons (“rather like relays of mes- 
sengers • • •”). 

These molecules move with very high speeds, in the ordinary air of an 
ordinary room, the average molecular speed is about 500 yards a second 
This is roughly the speed of a rifle-bullet, and is rather more than the 
ordinary speed of sound As we are familiar with this latter speed from 
everyday experience, it is easy to form some conception of molecular speeds 
in a gas It is not a mere acadent that molecular speeds are comparable 
with the speed of sound Sound is a disturbance which one molecule passes 
on to another when it collides with it, rather like relays of messengers 
passing a message on to one another, or Greek torch-bearers handing on 
their lights. Between collisions the message is carried forward at exactly the 
speed at which the molecules travel If these all traveled with preciselv 
the same speed and m precisely the same direction, the sound would of 
course travel with just the speed of molecules But many of them travel on 
oblique courses, so that although the average speed of individual molecules 
in ordinary air is about 500 yards a second, the net forward velocity ot the 
sound is only about 370 yards a second — Sir James Jeans, The Universe 
Around Us, p 101 

For a still more popular audience the subject matter must be 
further simplified and the facts made dramatic, if possible, by being 
presented in action. Some technical words are used, but they seem 
to be incidental, even decorative, rather than fundamental as in 
formal scientific writing. The beginning of a discussion of coal-tar 
dyes illustrates this popular approach to scientific discussion : 
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If you put a bit of soft coal into a test tube (or, if you haven’t a test 
tube, into a clay tobacco pipe and lute it over with clay) and heat it you 
will find a gas coming out of the end of the tube that will burn with a 
yellow smoky flame After all the gas comes off you will find in the 
bottom of the test tube a chunk of dry, porous coke These, then, are 
the two mam products of the destructive distillation of coal. But if you 
are an unusually observant person, that is, if you are a born chemist with 
an eye to by-products, you will notice along in the middle of the tube 
where it is neither too hot nor too cold some dirty drops of water and 
some black sticky stuff If you are just an ordinary person, you won’t pay 
any attention to this because there is only a little of it and because what 
you are after is the coke and gas You regard the nasty, smelly mess that 
comes in between as merely a nuisance because it clogs up and spoils your 
nice, clean tube 

Now that is the way the gas-makers and coke-makers — being for the 
most part ordinary pyersons and not born chemists — used to regard the 
water and tar that got into their pipes They washed it out so as to have 
the gas clean and then ran it into the creek But the neighbors — especially 
those who fished m the stream below the gas-works — made a fuss about 
spoiling the water, so the gas-men gave away the tar to the boys for use 
in celebrating the Fourth of July and election night or sold it for roofing. 
— Edwin E Slosson, Oeatwe Chemistry ^ copyright 1930, D. Appleton- 
Century Company. 

Beyond such popularizations are the sensational treatments of 
scientific subjects which we associate with the magazine sections 
of some Sunday papers. Because of the cheapness and the inaccuracy 
of many of these articles, scientists and scholars have tended to scorn 
all popularizing of their materials But in recent years there has 
been an increase of reliable and interesting scientific writing for 
general readers as more specialists have found a challenge in seeing 
how much of their subject matter they can find a way of conveying 
to a general reader. They are now leaving less of the work of popu- 
lanzing to writers not sufficiently trained to do it accurately. 

Until a person can write with authority about a specialized subject, 
he will most likely be doing popular or semi-popular papers Stu- 
dents in college can try their hand at preparing material for a 
somewhat limited but non-professional group of readers. The style 
of such papers would be rather formal, and it has one real danger. 
The necessity for using genuine scientific words often leads to using 
unnecessary *big words. Writers in the social sciences especially 
have substituted unfamiliar words or ’•‘'long variants for words of 
the general English vocabulary, as in “It is necessary to structure 
into a complex culture like ours a congruent hospitahty to change 
in all institutional areas.” If such writers would only visualize their 
readers, they would make more use of the general English vocabu- 
lary. Professor Ballard (p. 199) puts the general principle from the 
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reader’s point of view, “and when the common language fails m 
clearness, m dignity, or in freedom from ambiguity, it should be 
eked out by the language of the laboratory and of the study. Tech- 
meal jargon is an evil, but a necessary evil. And necessary evils 
should be kept to a minimum ” It is worth trying to see how much 
of your specialized information you can make available to an intelli- 
gent general reader. 

An mcreasing number of jobs now depend on some ability to 
write adequately scientific or technical letters, reports, or articles. 
The director of research in a large corporation says: 

If you can’t tell m written or oral English what your results are, it is 
impossible to get along in any industry For instance, the laboratory worker 
must submit a condensed report of his experiments to his laboratory head 
Tkis man must in turn condense the reports of many workers and send a 
new report on to his superior And so on, all the way up the line If you 
can’t put your thoughts and figures on paper in concise readable language, 
you’re sunk 

(References Dobree, pp 85-94, Sam F Trelcase, The Sctenttfic Paper (Baltimore 
1947) — with useful bibliography, pp 142-44 ) 

Seasons Springy summery jolly autumny midsummer y and so on are 
not capitalized except for stylistic emphasis, as sometimes in poetry 
or nature essays. 

seem Seem is often used as a counter verb, making a statement 
needlessly qualified or distant: 

The letters of Flaubert [seem to] bring us as near to the writing of 
Madame Bovaty as we can come 

In such a use seem is *deadwctod. 

Can't seem is an illogical but useful informal and colloquial idiom 
for “be unable” I can’t seem to learn physics. 

Segregating sentences Rather short sentences, carrying typically 
one principal statement and its modifiers, are called segregatingy as 
contrasted with longer, more elaborate aggregating sentences. See 
Chapter 10, “Sentence length,” page 272. 

self Selj as a suffix forms the reflexive and intensive pronouns. 
myself y yourself y himself, herself, itself, oneself, ourselves, yourselves, 
themselves. These are used chiefly for emphasis (I can do that 
myself) or as a reflexive object (I couldn’t help myself). See *him- 
self, herself, *myself. 

Self as a prefix is usually hyphened to the root word: 

self-control self-explanatory self-made self-respect 
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When self is the root word there is no hyphen: 
selfhood selfish '.elfless selfsame 

Semantics The study of the meaning and changes in meaning of 
words. See Chapter 11, “Denotation,” page 318. 

semi- Semi‘ is a prtlix meaning “halt or approximaiL . h ilf’ {semi- 
cylindrical) y “twice within a certain period” {semiweeXlyy semi- 
annual) or “partially, imperfectly” {semicivilizedy semtprofesstonal). 
It IS not usually hyphened except before proper names {semi- 
Christian) or words beginning with / {semi-invahd). 

Semicolon (;) Correction: Use a semicolon as the mark of sepa- 
ration between these sentence elements. 

1. To separate elements containing commas* 2. To separate 
coordinate clauses. 3. Semicolon and colon. 4. Semicolons and 
other traits of style. 

A semicolon is used to mark a degree ot separation between 
sentence elements considerably greater than that marked by a 
comma, nearly as great as that marked by a period (Professor 
Bonner's suggestion that we call it semiperwd has much to recom- 
mend it ) There are a tew situations in which a semicolon is usually 
found, but the chief question regarding its use is ot appropriateness 
to traits of style ("§ 4) 

1. To separate units that contain smaller elements separated by 
commas. These may bt items in a senes, enumerations, figures,, 
scores, or clauses with commas within them* 

Other periodicals not enmely dissimilar were John Hanis’s The Fnglish 
Luaan, 1698, Ward’s Weekly Comedyy 1699, “Sylvester Partridge’s” The 
Infallible Astrologer^ 1700, and the Merry Mercury, 1700 — George Carver, 
PcHodtcal Essays of the Eighteenth Century, p xviii 

Three things which a social system can provide or withhold aie helpful 
to mental creation first, technical training, second, liberty to follow the 
creative impulse, third, at least the possibility of ultimate appreciation by 
some public, whether laigc or small — Bertrand Russell, Ptoposed Roads 
to Freedom, p 169 

2. To separate coordinate clauses not closely related. 

a) Between contact clauses A semicolon is used, especially in 
somewhat formal writing, between two ^contact clauses (clauses, 
with no expressed connective) if the separation in thought and 
structure is conspicuous Usually the two statements could stand 
as separate sentences but the writer wishes to have them considered 
part of one idea. Contrasting statements are often punctuated with 
semicolons, as in these examples. 


750 




Semicolon 


Words and sentences are subjects of revision, paragraphs and whole 
compositions are subjects of prevision — BARRkxr Wendell, English Compo- 
sition, p 117 

Your religion does not promise you a perfect life on earth, nor freedom 
from suffering, it does guarantee you the strength to bear suffering Your 
religion does not expect you to be free from sm or mistakes in judgment. 
It does promise you forgiveness for your mistakes Your religion expects 
you to continue making the best efforts you can on behalf of others, it docs 
not guarantee that you or anyone can arrange the lives of people as he pleases 
— Hfnry C Link, The Return to Religion, pp 68-69 

(See ch 9, “Contact clauses,*’ “Comma faults,” pp 253, 254 ) 

b) With heavy connectives A semicolon is used between clauses 
connected by the weightier conjunctive adverbs {however^ more- 
overy neverthelcssy consequently . . ,) These are heavy connectives 
and usually link rather long clauses in a formal style. 

This program implies better orientation of individuals to the manifold 
problems of adjustment, therefore, certain character traits, as well as specific 
abilities, should show positive change — The English lournal, June 1937 

In order to act properly he needs to view bis act as others view it, namely, 
as a manilestation of a character or will which is good or bad according 
as It IS bent upon specific things which arc desirable or obnoxious — John 
I^EWFY, Human Nature and Conduct, p 121 

A comma is now usually more common between clauses con- 
nected by the lighter conjunctive adverbs (^o, theuy yet . . .). Sec 
’“'Conjunctive adverbs 

c) With coordinaiing conjunctions A semicolon is used be- 
tween clauses connected by coordinating conjunctions {andy buty for, 
or , , ) if the clauses are long or if the connection is not close, if they 
contain commas, or if for some reason (often for contrast) the writer 
wishes to show an emphatic separation between them 

History as actuality includes all that has been said, felt, done, and thought 
by human beings on this planet since humaniiv began its long career, and, 
if Darwin is right, since the evolution of the human organism began in 
the primeval dawn — C A Beard, The DtscuMion of Human Affairs, p 69 

She already had some furniture of her own, including what she could 
lake from Truda, and Louis could let her have some of his — yes? — G B 
Stern, The Matriarch, p 199 

Therefore those teachers who cannot admit that they may be wrong 
should not teach English composition, nor should those who never suspect 
that their pupils may be abler than they — L R Briggs, To College Teacheis 
of English Composition, p 19 

The semicolon is used to separate parts of 'the sentence which are of more 
importance, or which show a division more distinct, than those separated 
by commas, or to separate sections already separated by commas. — John 
Bfnbow, Manusctipt & Pi oof, p 89 
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Semicolon 


3* Semicolon and colon. Do not use a semicolon, which is a 
mark of separation as the examples in this article show, in place of a 
colon ( ), which is a mark of anticipation 

There are two piincipal considerations in the use of semicolons the 
degree of separation to be indicated between statements and the formality 
of the style of the passage 

4. Semicolons and other traits of style. Except for the specific 
situations described in 1, the use of semicolons is in part a stylistic 
matter. They are more appropriate, more necessary, in rather formal 
styles and in long, aggregating sentences They tend to slow up the 
reading and are consequently fewer in narrative than in exposition. 
In informal styles commas would be used in preference, or if the 
distinction between the clauses is considerable two sentences would 
be written In the following paragraph Mr Cowley has chosen to 
rely on semicolons In brackets are put commas and periods that 
might have been used m a more informal writing of the same 
passage. 

College students inhabit an easy world of their own, f ] except for very 
rich people and certain types ot childless wives they form the only American 
class that takes leisure for granted Many, of course, earn their board 
and tuition tending furnaces, waiting on table or running back kick-offs 
for a touchdown, what I am about to say does not apply to them The 
others — almost always the ruling clique of a big university, the students 
who set the tone for the rest — are supported practically without efforts of 
their own They write a few begging letters, [,] perhaps they study a 
littler harder in order to win a scholarship, [,] but usually they don’t 
stop to think where the money comes from Above them, the president 
knows the source of the hard cash that runs this great educational factory, 
[ ] he knows that the stream of donations can be stopped by a crash in 
the stock market or reduced in volume by newspaper reports of a professor 
gone bolshevik, [ ] he knows what he has to tell his trustees or the state 
legislators when he goes to them begging for funds The scrubwomen 
in the library, the chambermaids and lanitors, know how they earn their 
food, but the students themselves, and many of their professors, are blind 
to economic forces, [ ] society, as the source of food and football fields 
and professors* salaries, is a remote abstraction — Malcolm Cowley, Extie's 
Return, pp 36-37 

Students tend to use more semicolons than would be used by pro- 
fcssional writers today in informal writing. They should consider 
the weight of the mark in view of the general movement of their 
writing and make sure that the movement of the particular sentence 
needs the degree of separation marked by the semicolon. 

(Compare *Comma, *Colon, ch 5, “Colon and semicolon,** p 146 Reference: 
Summey, pp 97-101 and index references ) 
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service 


Sentence outline See ^Outline form § Ic. 


Sentences Correction: Correct or improve the obvious fault in the 
sentence marked. 

The characteristics and problems of sentences are discussed in 
Chapters 9 and 10 and in the following Index entries that treat the 
most commonly needed points 


* Agreement 
*Comma fault 
*Con junctions, use 
^Construction 
^Emphasis 

Sequence of tense 


* Fragmentary sentence 
*Idiom and idioms 
*Misrelated modifiers 
^Parallel constructions 
*Referencc of pronouns 


•Shifted constructions 
•Subject and verb 
•Wordiness 
•Word order 


See ^Tenses of verbs § 3, ^Questions § 3. 


Series Commas are used between the items of a series of three or 
more short items 


The reason Odets has gamed and held a public that by & large, does not 
share his Leftish ideas is obviously not the ideas themselves but his [three 
parallel adjectives ] rich, compassionate, angry [three nouns ] feeling foi 
people, his tremendous dramatic punch, his dialogue, bracing as ozone 
— Time, Dec 5, 1938 

The supposed contents of the physical world are prtma facte very different 
from these [four short clauses ] molecules have no colour, atoms ma^e 
no noise, electrons have no taste, and coipuccles do not even smell — 
Bertrand Russell, Mysticism and Logic, p 145 

Usage IS divided over the use of a comma before the last item 
of such a series Many writers, especially in an informal style, do 
not use one: 

Ministers, teachers [ , ] and editorial writers all united against the proposal. 

If the members of the series are long, or not closely connected, or 
if the members have commas within them, they are separated by 
semicolons 

Why, I am asked, do we read history and biography, what is the secret 
of their perennial charm, why is it that since almost the beginning of 
recorded time they have been the most permanent and most popular of all 
forms of literature? — W C Abbott, The Boo\buyer, Christmas 1935 

(For further examples and details sec ch 5, “In series,” p 143, •Comma $ 2, •Semi- 
colon $ 1 Reference R J McCutchcon, “The Serial Comma Before ‘and* and ‘or,’ ” 
American Speech, 1940, 15 250-54 ) 

service The verb service (to service a car, a refrigerator) is needed 
and appropriate in general English. It means more than repair and 
has a different connotation from maintain or f^eep up. 
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sefy sit 


set, sit People and things stt (past, sat) or they are set (past set)y 
that IS, “placed*^: 

I like to sit in a hotel lobby 
I have sat in this same seat for three semesters. 

She set the soup down with a flourish 
The post was set three feet in the ground 

A hen, however, sets (on her eggs). Colloquially set is increasingly 
used for both verbs 

sh Sh is a digraph for a sound which has nothing to do with either 
^ or A. shally shove y ash. The sh sound is represented by various 
spellings machine (mashen'), tissue (tish'u or tish'do), conscieu' 
tious (kon'shi en'shas) Compare *zh. 

shall— will, should— would 

1. General usage. 2. Formal usage. 3. Overuse of ‘shall.’ 4. Future 
expressing doubt. 5. Other uses of ‘should’ and ‘would.’ 

Future time is expressed by a number of locutions in English 

I am going to ask for a raise I’ll try to be on time 

I am asking for a raise tomorrow I shall try to be on time 

There is to be a dance Friday I will try to be on time 

He comes next week 

Expressions like the first tour are probably more common than the 
last three, so that it is hardly accurate to speak of a future tense 
made only with shall and will But since distinctions between these 
auxiliaries have been regarded as an important item of reputable 
usage. It IS necessary to discuss them in more detail than they deserve 
Their use has never been uniform in English, although some gram- 
marians have attempted to insist on uniformity The general prac- 
tices in the common sit^uations needing these words are as follows 
1. General usage, (a) Simple fuiure In speech and writing the 
prevailing use in the United States, and m many other parts of the 
English-speaking world, is will in all persons (/ will asl^, you will 
as\y he will as\ . . ) This usage would appear in more printed 

matter if editors did not revise the copy to bring it in line with their 
stylebooks 

b) Emphatic future In expressing determination in the future 
or for some special emphasis, informal and colloquial usage is 
divided In speech the determination is expressed by stress, which 
may be used on either word I shall' go, I will' go There is some 
tendency to use shall m all persons as the emphatic form: I, you, he, 
she, we, you, they shall ask. Other words (I have to go . . .) are also 
used. 
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shall— willy should— would 


c) Contractions. In speaking and in informal writing where 
contractions are used, the future becomes 77/, youll^ he'lly and so on, 
which do not discriminate between shall and will Wont is used for 
will not (formed from an obsolete woll and not) and shan't for 
shall not 

d) In questions Shall is likely to be used in the first and third 
persons, and will in the second m asking questions, but practice is 
not consistent 

Shall I go? Will you go? 

What shall we do now ? What will you do now ? 

What shall he do? What will he do with it? 

In the negative, wont is the more common 

Won’t I look funny in that? What won’t he think of next? 

e) Shall is usual in laws, resolutions, etc 

A permanent organization shall be set up within a yeai 
No singer shall receive more than $700 a performance 

2. Formal usage. Some writers and editors use shall in the first 
person, wtll in the second and third persons in making the future 
tense, following handbook “rules’* rather than actual usage. 

First person I shall ask we shall ask 

Second person you will ask you will ask 

Third person he, she will ask they will ask 

In the emphatic future, expressing determination on the part of 
the speaker, formal English theoretically reverses this use of shall 
and will 

First person I will ask we will ask 

Second person you shall ask you shall ask 

Third person he, she shall ask they shall ask 

In asking questions a few people even use the form of shall or will 
in a question that the answerer would use in his reply This usage 
is distinctly formal and usually sounds unnatural 

Shall you go? Answer I shall (shall not) go 

3. Overuse of ‘shall.’ The stress that schools have put on shall 
leads to its use when it is unnatural 

Whether or not Congress will [not shall] favor oi pass laws against 
lynching is not for me to guess 

4. Future expressing doubt Should and would are used in state- 
ments that carry some doubt or uncertainty about the statement 
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shan^t 


that IS being made They are also used in polite or unemphatic 
requests' 

They should be there by Monday (Contrast They will be there by 
Monday ) 

Would you please shut the door on your way out? (Contrast Will you 
please ) 

In the first person both should and would are used: 

I would be much obliged if you could do this 

I should be much obliged if you could do this 

Usage IS so much divided on the choice between these forms that 
one’s feeling is probably the safest guide 

5. Other uses of ‘should’ and ‘would.’ Should as an auxiliary used 
with all persons expresses a mild sense of obligation, weaker than 
ought 

I should pay this bill (Contrast I ought to pay this bill ) 

In indirect discourse should and would represent the future tense 
of the direct speech 

Direct “I will be ready at three,” Mildred said 

Indirect Mildred said that she would be ready at three 

Would has some currency in a colloquial or half-humorous idiom 
“that would be her picture,” meaning “That is her picture, isn’t it ^ ’ 

(References Much has been written about the use of these words As a beginning 
Curmc, SyntaXf pp 362-71, Fries, pp 150-68 (a good short summary of actual 
usage), C C Fries, “The Expression of the Future,’’ Language^ 3 87-95, Jcspersen, 
chs 25, 26, Amos L Herold, The English Journal^ 1936, 25 670-76, Robertson, pp 
516-20) 

shan't One apostrophe, in the contraction of nou 

shape Colloquial and informal in the sense of ‘‘manner, condi- 
tion”: They were in good shape for the trip. 

Shifted constructions Correction: Make the constructions marked 
consistent (parallel) in form. 

Elements of a sentence that have the same relationship to the 
statement being made should be expressed by words in the same 
grammatical construction; that is, the constructions should be 
parallel. Adjectives should be paralleled by adjectives, nouns by 
nouns; a specific verb form should be continued in a similar con- 
struction; active or passive voice should be kept consistently in a 
sentence or passage; and so on. (The three should be constructions 
in the preceding sentence are parallel.) Shifting from one form to 
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Shifted constructions 


another may confuse a reader and anyway it is a failure to follow 
conventional patterns of writing Shifts can be removed in revision. 
Some commonly shifted constructions are 


Shifted 

1) Shipt in subject 

Once the car is started, you will 
get along all right 

2) Adjective — noun 

This book seems intoeUtng and 
an informative piece of woi 

3) Personal — impersonai 

In fact going to summer school is 
worse than no vacation at all, for 
when you have no vacation you do 
not think about all the things a 
ptfson could do if he had one 

4) Adverb — adjective 

Along these walks arc the cot- 
tages, many of which have stood 
^ince the founding [adverbial 
phrase], and others mon tecent 
[adjective] 

5) Noun — adverb 

Associating [noun] with these fel- 
lows and how to adapt myself to 
live with them [adverbial phrase] 
will be helpful to me when I am 
through college 

6) Noun — adjective 

Anyone who has petsisUnce 
I noun J or who is despeiate [adjec- 
tive] enough can get a job on a ship 

7) Noun — clause 

The most important factors are 
time and temperatwe, careful con- 
Uol at every point, and the 
mechanical equipment piust be in 
perfect operating condition at any 
time of the day oi night 


Consistent 


Once you get the car started, you 
will get along all right 


This book seems interesting and 
infoi mative 


for when you have no vaca- 
tion you do not think about all the 
things you could do if you had one 


many of which have stood 
since the foundings and others of 
which have been built more re- 
cently 


Associating with these fellows and 
adapting myself to live with them 
will be helpful to me when I am 
through college 


Anyone who is pet st stent or who 
IS despeiate enough 


and mechanical equipment 
in perfect operating condition at 
any time of the day or night 
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Ships* names 

8) Participle — clause 

How many times have you seen 
a fisherman trying to get to his 
favorite fishing spot without scaring 
all the fish away but instead he 
sends out messages with his rhyth- 
mical squeak-splash, squeak-splash 

9) PHRASF— CLAUSE 

I have heard complaints about 
the plot being weak, and that the 
setting was played up too much 


but instead sending out mes- 
sages . 


and the setting being played 
up too much 


For other examples see Chapter 4 “Consistent constructions,'’ 
page 116 

Ships^ names The names of ships are indicated in three ways In 
most books and generally in formal writing they are italicized (un- 
derlined in the manuscript) 

The Caryatid, in ballast, was steaming down the river at half-speed 
William Me Fee, Casuals of the Sea, p 317 

Three vessels will carry on the popular “around South America” fad — the 
Columbus, the Rotterdam, and the Gripsholm - -Business Week, Nov 6, 10^7 

In newspapers and personal writing there is a growing tendeiicv 
to regard the names of ships simply as proper names, capitalizing 
them but not otherwise setting them off 

The Magellan weighed anchor at 9 20 a m and moved slowly lo hci 
berth at Pier H, Weehawken, N J — The New Times, Feb 3, 1950 

Occasionally ships* names are found in quotation marks 

The summer of 1926 David spent as a junior member of the American 
Museum Greenland Expedition, on the stout little schooner “Morrissey ’ 
[Jacket of David Goes to Greenland In the book Montssey is italicized ] 

Shoptalk Shoptalf{ IS the colloquial language of people used in, oi 
in talking about, their particular occupations. For discussion see 
Chapter 2, “Shoptalk,” page 45. 

should— would See *shall — will §^4, 5, '^^Subjunctives § lb 

show Colloquial, or theatrical shoptalk, in the sense of “a play” 
and usually humorous or vulgate for a dignified public perform- 
ance, as of a concert; informal when applied to the movies (short 
for picture show). Informal for “chance” (They didn’t have a show 
of winning). 
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Silent letters 


show up Informal for appear (He didn’t show up for two hours) 
and colloquial for expose (I showed him up, all right). 

sic Stc (Latin for thus^ so, pronounced sik) m brackets is some- 
times used to mark an error in quoted matter: The letter was 
headed “Danbury, Conneticut [stc]^ Jan 2.” 

sick III is the more formal word. The two words mean the same, 
except that colloquially and in British usage is often specialized 
to mean “nauseated ” 

Silent letters Written Lnglish is particularly rich in silent letters, 
that is, letters which do not represent any speech sound. A few 
ol them are the result of mistaken analogies, like the s of island, 
which IS there from confusion with the French isle, though it comes 
trom Old English tgland and has never had a pronounced s. Renais- 
sance scholars inserted a number of letters that had been in the 
Greek and Latin words from which the English words were 
descended but that had never been sounded in English Chaucer 
could write det, but we must write debt because the scholars rec- 
ognized the word’s descent from debttum. 

But most of our silent letters act, as Professor Lounsbury put it, 
“as a sort of tombstone to mark the place where he the unsightly 
remains of a dead and toi gotten pronunciation” the pronunciation 
has changed but the spelling hasn’t, or hasn’t changed exactly. There 
they stand, those final b\ in bomb, comb, cltmb, the initial g’s and 
l(s in gnarl, gna^h, hjiack^, knave, knee, \ntje, knuckle, the p\ in 
Gieekish words like pneumonia and psychology, the gh\ in though 
and night and caught that mark former pronounced gutterals. 

Silent letters are sometimes defended because they tend to keep 
a word in touch with its ancestry, but that fact is of use only to 
scholars, and there are not enough scholars to pay to spell the lan- 
guage for them Some people think these spellings have an esthetic 
value, that night has a beauty not in nite or that the superfluous h 
gives ghost a special weirdness But this reason doesn’t seem very 
substantial, since we learn these words from hearing them, and 
whatever quality gho^t has as a word comes more likely from the 
tone in which we heard it spoken 

These silent letters are gradually being dropped, quietly, sur- 
reptitiously almost Apophthegm has recently lost its ph — it may 
sometime lose its g too In familiar writing altho is quite common; 
business and familiar English use mte and other shortened forms. 
But most of the silent letters hold firm, making spelling difficult. 
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Sometimes people who arc not familiar with the sound of a word 
are led to pronounce a silent letter, giving a “spelling pronuncia- 
tion,” as pronouncing indict in dikt' instead of in dit'. 

(See ch 6, “The difficulty of English spelling,” p 156, *Pronunciation ^ 4d 
Reference For groupings of silent letter words see W A. Craigie, English SpcUingy 
pp 36-39, 67-73, Kennedy, pp 241-47 ) 

similar The last syllable is 4ar. Contrast familiar. Note the pro- 
nunciations* sim'^br, fomil'y3r. 

similar fo A wordy way of saying ltf{e It was my first wreck and 
I hope I may never have another similar to that one [like it]. 

Similes See Chapter 12, “Figures of resemblance,” page 348. 

Simple sentences A simple sentence contains one grammatically 
independent statement (The man went across the street). 

Simple sentences do not need to be bare, like those in a first 
reader. The subject or the verb may be compound, and either or 
both may be modified. Here are some sentences that from a gram- 
matical point of view are equally “simple,” though they vary in the 
amount of meaning they carry. 

There are two or three large chests, a bedstead, the inevitable cradle 
occupied by the latest addition to the family The small windows are seldom 
curtained There are shelves for pots and pans, spoons and forks (often 
wooden), jars of gherkins, bottles of this and that, loaves of bread, sacks 
of flour, baskets of dried fruit — Louis Adamic, The Native*s Return, p 271 

Sec ^Compound predicate, ^Compound subject; Chapter 10, 
“Segregating sentences,” page 273. 

since See ^because. 

Singular number See ^Plurals, ^Reference of pronouns, ^Subject 
and verb, ^Collective nouns, *Verbs. 

situated is often deadwood: 

I was staying with friends in a little town in Canada called Picton, 
[situated] in the Province of Ontario. 

It was a biplane and the front cockpit was [situated] right over the 
lower wing. 

size As an adjective, size (a small size hat) is colloquial, typical 
of shoptalk. Sized would usually be the written form (a small 
sized hat). 

ski Plural st(is^ sometimes sf^t. Verb* s\ty s\tedy slating. Pronuncia- 
tion ske (or sometimes, following the Scandinavian, she). 
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so 


Slang Slang includes new words used principally for their novelty 
or force or color. They are natural and appropriate in rather light 
speech and writing, especially of sports, informal social activities, 
and the doings of young people. They are out of place m formal 
writing and should not be used in informal writing unless they add 
a quality that is appropriate and that the writer wishes. For further 
discussion, see Chapter 2, “Informal English,” pages 46-48. 

slow, slowly Both slow and slowly are adverbs, each going back 
to an Old English adverb form (slawe and slawltce respectively). 
Use whichever sounds better in the sentence. Slow is rather more 
vigorous Go slow. See ^Adverbs, types and forms § 3. 

Slurred vowels (the neutral vowel) A good many words give 
spelling trouble because they contain various spellings for the vowel 
sound represented in this book by skad'smi (^icad^my). These 
are standard pronunciations, so that no drill in sounding the syllable 
can help A number of these words are related to others in which 
this syllable has a stress, so that the vowel stands out Such pairs 
as the following may help you to spell accurately the vowel italicized 
in the first word 

acadi?niy — acaJ^mic 
affirm^7tive — affirw^tioa 
ange*! — an^<?/ic 
apology — apo/ogia 
comp^/rable — compare 
compt tition — compete 
defimtely — defi«/tion 
degradation — degrade 
dcmocri^cy — demor^ aX\c 
dc'spair, ^e-^peration — ^/^yperado 
dorm/tory— ^orw/; (French) 

But for the great majority of words with neutral vowels either a 
good memory or a good dictionary is essential. 

so So IS not much used as a conjunction in formal English for two 
reasons: It is a word of many uses and consequently not very exact 
or emphatic in any one, it is overworked in colloquial English, 
often as a substitute for more definite words. 

So IS used colloquially as a subordinating conjunction to intro- 
duce clauses of purpose: 

Colloquial He started early so he could get good seats 

Written’ He started early so that he could get good seats; ... in 
order to get good seats, ... to get good seats. 


extravagtince, extravagant — 
extravaganza 
fert/le — fer///ity 
hypocr/sy — hypoc; //ical 
laboratory — la^o/ lous 
med/cine — me<//nnal 
preparation — prepat e 
repetition — repeat 
rid/cule — ri^/eulous 
vigilance — vigi/antes 
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so-called 

So IS more common in clauses of result, in which written English 
would usually have so that or change to a since construction : 

Colloquial I wondered what they would do with the logs, so I followed 
them through the woods 

Written Since [Because] I wondered what they would do with the logs, 

I followed them through the woods 
Colloquial He is a fast reader, so he got through before I did 
Informal Since he is a fast reader, he got through before I did 

As a coordinating conjunction, so is used in garrulous narrative, 
in colloquial and vulgate speech 

So we went out the Burlington road and pretty soon we got hungry 
So we stopped and got some hot dogs 

This overuse of so is known as the ‘Vo-habit/’ In tightening up 
such narrative most of the ^o’s can be dropped; usually the sen- 
tences need to be completely reworded 

As an intensive (“feminine so is also colloquial and often 
suggests ^schoolgirl style 

The poetry of Morns and Swinburne reads so much faster than most of 
Arnold’s does ( reads much faster [or can be read much faster] 
than most of Arnold’s ) 

We were so tired (Contrast the informal We were so tired that we 
didn’t know what to do, or We were so tired we didn’t know what to do ) 

(Rfi^erence Fries, pp 226-27 ) 

so-called If you have to use iO<alledy tlon’t duplicate the idea bv 
putting the name of the so-called object in quotes Not the so-called 
''championy' but the so-called champion The word is rather stiff, 
and in informal writing quotation marks would often be usetl 
instead (the “champion”). 

So-called is usually hyphened when it precedes its principal word 
but not when it follows 

Their so-called liberal views were merely an echo of the conseivative 
attitude (Their “liberal” views were ) 

Their justice, so called, smacked of partiality 

SO • • • that When several words come between so and that no 
comma should precede that 

All strands of the story are so artfully and inextricably interwoven [ ] 
that anything but the author’s desired effect is impossible 

Social correspondence L Informal notes. The form and tone of 
informal social notes — invitations, answers to mvitations, thank-you 
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letters — are those o£ familiar letters. (^Letters §§ 1 and 2) Giving 
all the necessary information of time, place, and so on, promptness 
in ansv^ering notes, and a tone of courtesy are more important than 
mechanical form If the people concerned are not intimately ac- 
quainted, a somewhat formal tone and more details of address may 
be needed than when they are intimates The first note below is 
written to an intimate acquaintance; the other two passed between 
teacher and student 

Dear Helen, 

My sister will be home this weekend, and I am planning a little tea 
for her on Saturday afternoon at four o'clock I should be very glad if you 
could join us at that time and help celebrate the homecoming Please let 
me know if you can come 

Affectionately yours, 

Dorothy 

Dear Helen, 

I am having a little supper-party for my voice students next Sunday eve- 
ning, and I hope that you will be able to come We shall eat at six o’clock and 
later listen to a special bioadcast of fine voices that should give us some 
helpful pointers The progiam won’t be long, so if you have an engagement 
later in the evening this should not interfere 

Cordially yours, 

Marian Hall 


Dear Miss Hall, 

Thank you for your invitation for Sunday evening As luck would have it, 
though, our sorority is giving a PJedge Banquet that same evening and it is 
obligatory that I attend Consequently I’m afiaid I cannot be at your 
home then I am sorry to have to miss it, tor home cooking js such a 
treat and I wanted so much to hear the broadcast 

Veiy sincerely vours, 

Helen James 

2. Formal notes. Formal social correspondence — announcements, 
invitations, answers to invitations — is impersonal and standardized 
It IS used for social events indicating, usually, formal dress or a 
gathering with distinguished guests The illustration on page 764 
shows the characteristic form of a printed or engraved invitation. 
Names are given in full, dates and other numbers are written in 
words, no punctuation is used at the ends of lines Usually a reply 
IS requested, either by RSV P. (“repondez, s’ll vous plait”) or by 
The favor of a reply is requested. The engraver or printer will help 
with the style of the note 
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ppstlan 

xtxpxes^is^ tl|c fltns^xxxB of gowr coxnpang 
at a xecefiittn 
xtt tjonor of 

^ofpt pugff^si Pmtter 

on Jfrtbag, 11 |e tfentg-stxtlj of ^iHag 
at ^iglft o'clocfe m ttfe ^tiemng 

{ztktor of a reply 
is reguesteb 


If the note is in longhand, the form of engraved notes is still 
followed • 


Miss Jeanette Ames 
Miss Eva Loy 
request the pleasure of 
• Mrs Henry Jackson’s 
company at a breakfast bridge 
on June twenty-eighth 
at the Kingston Club Ten o’clock 

In answering an invitation the form of the invitation is adopted, 
and the exact words are followed so far as possible. The names, dates, 
and place are repeated. 

Mrs Henry Jackson 
accepts with pleasure 
the kind invitation of 
Miss Jeanette Ames and Miss Eva Loy 
to a breakfast bridge 
on June twenty-eighth 
at the Kingston Club Ten o’clock 
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Solecism An error in use of words or constructions. 

some, and compounds with some 1. In formal and informal 
written English, some is usually a pronoun (Some buy ink indiffer- 
ently) or an adjective (some people, some ideas) 

2. As an adverb, some is in good informal use with comparatives 
(It was some better than I expected), for the more formal some- 
what It IS informal and colloquial when used with verbs (We 
traded some that afternoon) It is slang as a heavily stressed adverb 
(We were going some', I was some' tired) 

3. The compounds somebody, someway, somewhat, somewhere 
are written as one word Someone (Someone is coming) is usually 
one word but may be two if the one is stressed (Some one of them). 
Someday is written as one word or as two. 

4. Some place is colloquial for somewhere. Someway and some- 
wavs are colloquial, and somewheres, vulgate. 

(Compare *any, and compoundj. with any ) 

sooner . . . than Afici no :>oonet the connective used is than, not 
when 

1 he fly had no soonei hit the water than [not when^ a huge trout 
snapped at it 

sophomore In spite of the dictionaries, sophomore is generally pro- 
nounced as two syllables, sof'mor. The word is both noun and 
adjective. The adjective ^ophomortc refers to supposed undesirable 
tiaits of sophomores, as in a ^ophomortc style or sophomortc conduct. 

sort, sort of, sort of [a] See *kind, sort, *kind of, sort of, *kind 
ot I a|, sort of [a]. 

Sound See Chapter 10, “Sound and rhythm,” page 295. 

species Species has the same form in both singular and plural, 
though some distinguish in pronunciation singular, spe'shiz; plural, 
spe'shiz or spe'shez 

Specie (spe'shi), meaning money in coin, is a different word, a 
collective noun without plural form 

Spelling Correction: Correct the spelling of the word marked, 
referring to a dictionary if necessary. 

Chapter 6, page 155, describes some of the general characteristics 
ot English spelling and makes some specific suggestions for improv- 
ing spelling habits. It is useful also to study groups of words that 
have some trait in common. The following Index articles treat such 
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groups. Those marked + give the most useful rules or suggestions 
for mastering large groups of words. 

-able, -ible (desirable, legible) 

-ae-, -oe- (ameba, esthetic) 
t ally (fatal, politically) 

-ance, -ence (attendance, existence) 

Apostrophe (Bob’s picture, the companies’ charter) 

-cal, 'Cial (musical, judicial) 

Capital letters 

f -ce, -ge (peaceable, courageous) 

Contractions (didn’t, he’ll) 

+ Doubling final consonants (refer — referred) 
t E ^ 5, silent or mute e (changeable, likeness) 

-ed (exceptions to rule) 
t -ei-, -le- (achieve, feign, receive) 
en-, in- (encourage, inquire) 

-er, -oi (debater, objector) 

-er, -re (luster, scepter) 

Foreign words in English (chauffeur, ersatz, accent marks) 
t Homonyms (woids pronounced alike but spelled differently plain, plane 
altar, alter) 

Hyphen (re-enter, father-in-law) 
in-, tin- (incapable, unedited) 

-ize, -ise (apologize, advertise) 

-le words (meddle, nickel) 

-or (-our) (honor, Saviour) 

-ough (-augh) (although, cough) 

Plurals (beauties, birches, heroes, knives) 

Principal parts of verbs 
Pronunciation § 5 
re- (reform, re-form) 

Silent letters (debt, night) 

t Slurred vowels (the neutral vowel) (comparable, repetition) 

The following list contains many words that give difficultv in 
spelling. It IS not exhaustive and is by no means a substitute for a 
dictionary, but it can be used as the basis for a discussion of spelling 
Perhaps it can be most useful if you check the particular words 
in It that you are not sure of and occasionally skim through those to 
fix them better in mind. In the margins add others that have 
troubled you — in every way possible make it your list. 

* means that there is a separate article in this Index discussing 
that word. 

A dash separating two words {adviser — advisor) means that the 
two forms are about equally common. 

A second form in brackets {encyclopedia [encyclopaedia]) means 
that the form m brackets is now less common than the other. 
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Spelling 

A few words are identified by pronunciation or definition in 
[larentheses 

The words are divided into syllables so that they can be visualized 
in relation to their pronunciation. 


lb scnce 

ac cept (receive) 
access (admittance) 
ac ces SI ble 
ac ci den tal ly 
ac t om mo date 
1C cus tom 
iche 

1C quaint ed 
iL quired 
1 cioss 
i(i ap ta tion 

* id dress 

id vice (noun) 
id vise (verb) 

*ad V IS er — ad vis or 

* it feet (to influence) 
a>T gra vate 

gres Sion, ag gres sor 
^air plane [aeroplane] 
lisle (of a theater) 
il vo hoi 
il lege 
ill read y 

* ill i ight 
al read y 
il 111 Sion 

li nia ma ter 

il tar (of a church) 

il tei (to change) 

* il though — al tho 
<il to geth er 

* i lurn nus, a lum ni, 

a lum na, a lum nae 
im a teur 

a nal o gous, a nal o gy 
i nal y sis 
i nal yze [analyse] 
anesthetic [anaes- 
thetic] 

an gel (an jsl) 
angle (anggal) 
m nounc er 
an nu al 
an svver 
an te ced ent 


an ti knock 
anx 1 e ty 
a pol o gy 
ap pa ra tus 
ap par ent 
ap pear anc es 
ap pre ci ate 
arc tic 
ar gue 
ar gu ment 
a roused 
ar ti cle 

ascent (going up) 
as cer tain 
as 1 nine 
as sassin 

assent (agreement) 
as so Cl a tion 
•ath lete, ath let ics 
at tacked 
at tend ance 
at tend ant 
at tor ney 
at tiac tive 
au di cnce 
au to bi og ra phy 
au\ il n rv 

bach e lor 
bal ance 

bar i tone [barytone] 
bat tal ion 
be lieve 
ben e fit ed 
berth (a bed) 
bib li og ra phy 
birth (being born) 
bound a ries 
breath (breth) 
breathe (brerii) 
bridal (of a bride) 
bridle (of a horse) 
bril liant 

Britain (Great Britain) 
bu reau 
bu reauc ra cy 


*bus, buses — busses 
busi ness (biz'nis) 

ca fe 

ca fe te ri a 

cal en dar (of days) 

caliber [calibre] 

can’t 

can vas (sailcloth) 
can vass (to go about) 
cap 1 tal (city) 
cap 1 tol (building) 
cap tain 

car bu re tor [ car- 
burettor] 
car goes 
car riage 
cas u al tics 
cat e go ries 
ceil ing 

cen ter [centre] 
dial leng er 
cham pagne 
change a ble 
*chap er on 
[chap er one] 
char ac ter is tic 
chauf feur 
chief tain 
choose, choos mg 
(present) 

chose, cho sen (past) 
cig a ret — cigarette 
CO coa 
CO er cion 
col lar 
col le gi ate 
colo nel 
col or 
CO los sal 
*col umn 
com e dy 
com mit 
com mit tee 
com par a tive 
com par i son 
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compel, compelled 
com pet 1 tor 
complaint 
com pie ment 
(to fill out) 
com pli ment 
(to praise) 
con cede 
con ceive 

con cer to (ksn cher to) 
connoisseur (kon'osur') 
con quer or 
con science 
con SCI en tious 
con scious ness 
con sist ent 
con tempt i ble 
con trol, con trolled 
con vert i ble 
CO op er a tive — 
co-operauve 
[cooperative] 
corps (kor) 
corpse (korps) 
cor ru gat ed 
cos tume 

coun cil (a group) 
coun Cl lor — coun cil lor 
coun sel (advice) 
coun sel or — counsellor 
cour te ous, cour te sy 
crept 

cur ric u lar (ad)ective) 
’•cur ric u lum (noun) 
cur tain 
cus tom 
cy lin dri cal 


dair y (dar'i) 
damned 
de bat tr 

deceased (dasest') 
de ceive 

decent (d^sant) 
de cide, de ci sion 
de fend ants 
def 1 nite, def i ni tion 
de pend ent (adj. or 
noun) 

descent (da sent') 
de scend ant 


de scribe, de scrip tion 
desert (dazert', leave) 
desert (dez'art, waste) 
de spair, des per ate 
des sert (da zert', of a 
meal) 

de vel op [rare 
develope] 

dex ter ous — dextrous 
di a gram mat ic 
di a phragm 
diary (dl'ari) 
die, dies, dying 
die sel 

di e ti tian [dietician] 

di lap 1 dat ed 

dm ing room 

din ning (noise) 

diph ther i a 

dir 1 gi ble 

dis ap pear ance 

dis ap point ment 

dis ast rous 

dis ci pli nar y 

dis ere tion 

dis eased (di zezd') 

dis gust ed 

dispatch [despatch] 

dis si pate 

dis trib u tor 

dis turb ance 

di vine 

doc tor 

dom 1 nant 

don’t 

dor mi to ry 
d/y, dri er, dri est 
du al (two) 
duel (fight) 
dye, dyed, dyeing 

echo, echoes 
ec sta sies 
effect (*affecl) 
el 1 gi bil 1 ty 
el 1 gi ble 
em bar rass 

emphasize, emphatic, 
em phat ic al ly 
employee, employees 
[employe, employe] 


en cy do pe di a 
[encyclopaedia] 
en er get ic 
en force 
en graved 
en VI ron ment 
e quip ment 
e quipped 
es pe cial ly 
es thet 1C — aesthetic 
ex ag ger ate 
ex am me, ex am in ing, 
ex am i na tion 
ex cecd, ex ces sive 
excel, excellence 
except (to omit) 
ex haust ed 
ex hil a rat mg 
ex 1st ence 
ex pe di tion ar y 
*ex tra cur nc u lar 
ex trav a gant 
ex treme ly 
ex u ber ance 

fac lie, fa cil i ty 
fairway (golf) 
fal la cy 
fa mil lar 
fas Cl na tion 
Feb ru ar y 
*fi an ce, fiancee 
fier y 
fin an cier 
fli er — fly er 
fore head (for'id) 
for eign 
for felt 
for mal ly 
for mer ly 

for ty four — forty-four 
frame house 
fran ti cal ly [franticlv] 
fra ter ni ties 
•fresh man 
ful fill— fulfil 
fun da men tal 
fur ni ture 

gage — gauge 

gel a tine — gelatin 

ghost 
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ghost like 

*giade school — graded 
school 
gi am mar, 
gram mat i cal 

•srjy Lgrey] 

grief 

grue some [grewsome] 
guar an tee 
guard 1 an 

guer ril la — gue ril la 
(fighting) 
guid ance 

hand i cap, 
hand 1 capped 
hand ker chief 
(hang'kar chif) 
liand some (han'sam) 
iiang ar 
* height 

hei nous (ha'nas) 
hin drance 
hoard 

hoarse (in throat) 
horde 

hor 1 zon tal 
hors d’oeu vrc 
(or du'vr) 
huge 

hu man (hu'man) 
hu mane (hu man') 
hur ned ly 
hy giene 

hyp no sis, hyp not ic, 
hyp no tize [hypno- 
tise] 

hy poc ri sy, hyp o cnte 
hys ter i cal 

il lit er ate 
il log 1 cal 
im ag 1 nar y 
im ag 1 na tion 
im me di ate ly 
im pie ment 
im promp tu, 
im promp tus 
in ad e quate 
in CCS sant ly 
in Cl den tal ly 
in cred i ble 


in de pend cncc 
in diet ment 
(in dit'mant) 
in dis pen sa ble 
in gen lous 
in gen u ous 
in 1 ti a tion 
in nu en do, innuen- 
does 

in oc u late 
in tel lec tu al 
in tel li gent 
in tern [interne] 
in ter pre Qve 
[interpretative] 
in tol er ance 
in ven tor — ^inventer 
ir rel e vant 
ir re li gious 
ir re sist i ble 
ir rev er ent 
It self 

ja lop y 
John ny cake 
jol li ty 

judgment [judge- 
ment] 

kha ki 

kid nap, kid naped 
[kid napped] 
ki mo no, kimonos 
kin def gar ten 
kitch en ette [kitch- 
enet] 

knowl edge 
knuck les 

lab o ra to ry 
ladle (la'dal) 
later (la't^r) 
latter (lat'ar) 
lau rel 
lax a tivc 
*lead, led 
leg a cy 
legitimate 
lei sure ly 
li a ble 
h ar 

U brar t an 


light en ing 

(making lighter) 
•lightning (a flash) 
likable [likeable] 
li queur 
liq uor 

liv a ble [liveable] 
live li hood 
lone li ness 
loose (loos) 

•lose (looz) 
lu na tic 

mack er el 
mag a zine 
mag nif i cent 
mam tain, 
mam te nance 
ma neu ver 
[maneuvre] 
man tel (the shelf) 
man tie (the cloak) 
man u al 
man u fac tur er 
mean, meant 
me di e val 
[mediaeval] 
me di o ere 
Me di ter ra ne an 
met al 
met tie 
mil lion aire 
mm 1 a ture 
mm ute 
mis chie vous 
mis spelled 
mold [mould] 

•mor al (mor'al) 
mo rale (ma ral', or 
ma ral') 
mort gage 
motto, mottoes — 
mottos 

moun tain ous 
mur mur 
mus cle 
mus tache 
mys te ri ous 

•na ive — naive 
nec es sar i ly 
•Negro, Negroes 
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nei ther 
•nick cl 
niece 

ninety ninth — 
ninety-ninth 
no ticc a ble 
no to n c ty 

oh bli ga to — obligato 
o be di ence 
obey 
o bilged 
ob sta cle 
•oc ca Sion, 

oc ca Sion al ly 
oc cur, oc curred, 
oc cur ring 
of fi cial 
oil y 

o mit, o mit ted, 
o mis Sion 
one self 
op por tu ni ty 
op ti mism 
or gan i za tion 
[organisation] 
or gan ize [organise] 
or 1 gin, or i gin al 
out ra geous 

•paid 

pajama [pyjama] 
pam phlet 
pan to mime 
par al lei, paralleled 
par lia ment 
pa roled 
par tic 1 pate 
par tic u lar ly 
•passed, past 
pas lime 
ped es tal 
per form 
per mis si ble 
per se ver ance 
per sist ent 
per son al 
per son nel 
per spi ra tion 
persuade, persuasion 
Phil ip pines 
phy $1 Clan 
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pi an o, pianos 
pick Ic 

picnic, picnicked 
pique (pek) 
pique (pika') 
plain 
plane 

play wright 
pneu mat ic 
pneu mo ni a 
pol 1 tics 
pos SI bil 1 ty 
po ta to, potatoes 
prac ti ca bil i ty 
•prac ti cal 
prac tice [practise] 
pre ced ing 
pref er ence 
prcj u dice 
prep a ra Uon 
pres ence 
prev a lent 
prim 1 live 
•prin ci pal 
prm ci pie 
pri VI lege 

probable, probably 
pro fes sor 
pro gram 

[programme] 
pro nounce 
pro nun Cl a tion 
prop a gan da 
pro pel ler 
pro te in 

psy cho an al y sis 
pyy cho an a lyze 
psy chol o gy 
pub he ly 
pump km 
pursue, pursuit 

quan ti ty 
quan turn 
quar an tine 
quay [quai] (ke) 
qui ct 
quite 
quix ot 1 C 
quiz, quizzes 

re al ize 


re al ly 

•receipt, recipe 
re ceive 
re cipient 
rec la ma tion 
rec og ni tion 
rec om mend 
re-en ter 
refer, referred, 
ref er ence 
re for est a tion 
re gion al 
rel e vant 
re li gious 
rem i nisce 

•Ren ais sance — 

Re nas cence 
ren dez vous 
re pel lent 
rep e ti tious 
res er voir 
re sist ance 
re spect ful ly 
re spec tive ly 
res tau rant 
rev er ent 
rhet o nc 

•rhyme, rime 
rhyth mi cal 
n die u lous 

sac ri le gious 
sal a ry 
sand wich 
sax o phone 
scan dal ous 
scar (skar) 

Scare (skar) 
see nar i o 
see me 
sched ule 
sec re tar i al 
seize 

se mes ter 
sen a tor 
sen si ble 
sep a rate 

sergeant (sar'jant) 
se vere ly, se ver i ty 
shear (verb) 
sheer (adj.) 
sieve 




Split inffinitive 


sig nif 1 cance 

su per sede 

vac u um 

*sim 1 lar 

sup pose 

veg e ta bles 

sin cere ly, sin cer i ty 

sup press 

venge ance 

site (of a city) 

sur prise 

ven ti late. 

skep ti cal [sceptical] 

sus cep ti ble 

ven ti la tion 

*ski, skis, skied. 

syl la ble 

ver ti cal 

ski mg 

sym bol 

vice (evil) 

slim y 

sym me try. 

vig 1 lance 

slug gish 

sym met ri cal 

vig 1 Ian tes 

soc cer 

syph 1 lis 

vil 1 fy 

sol u ble 

syr up — sir up 

vil lam 

so phis ti ca tion 


vise [vice] (the tool) 

*soph o more 

ta boo [tabu] 

vis 1 bil 1 ty 

speak, speech 

tar iff 

VI ta mm [vitamine] 

spe cif 1 cal ly 

spec 1 men, specimens 

spec ter [spectre] 

tech nique [technic] 
tern per a men tal 

vol ume 

*the a ter [theatre] 

war fare 

spic y, spic 1 ness 

their 

war rant 

spon sor 

there 

war ring 

stac ca to 

there fore 

war ri or 

sta tion ar y (fixed) 

they’re 

weaih er 

stationery (paper) 

thor ough [thoro] 

weight, weighty 

stat uc 

though — tho 

weird 

stat ure 

thou sandihs 

wheth er 

stat ute 

through — thru 

whis key [whisky] 

stom ach ache 

to, too, two 
today [to-day] 

whoop 

sto ry [ storeyj (of a 

who’s (who is) 

building) 

to geth er 

whose 

stretched 

traf fic, traf fiek mg 

wool en [woollen] 

stud y mg 

trag e dy, trag ic 

wool ly — wool y 

sub si dize, 

tre men dous ly 

write, writ mg, 

sub si di za tion, 

tru ly 

writ ten 

sub SI dy 

Tues dav 

wrought 

sub tie [subtile] 
sue eeed, sue cess 

typ 1 cal 
tyr an ny 

yacht 

sue eess ful 

you’re (you are) 

*suit (soot) 

un doubt ed ly 


suite (swet—sut) 

un prec e dent eil 

zoology [zoology], 

sill fa 

un til (*till) 

zo o log 1 cal 

sul fur-“Sul phur 

u su al ly 

su per m tend ent 

u ten sil 



Spelling pronunciation See ^Pronunciation §4d 

Split infinitive The word order in which an adverb comes between 
the to and the infinitive (The receptionist asked them to please sit 
down) is called a split infinitive. Awkward split infinitives are to be 
avoided * 

Awkward After a while I was able to, although not very accurately, 
distinguish the good customers from the sulky ones. 
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lonfuly spoonfuls 

Improved’ After a while I was able to distinguish — though not very accu- 
rately — the good customers from the sulky ones 

Since the adverb modifies the verb, its natural position seems to 
be next to the actual verb form. Changing the position of eventually 
in this sentence would result m awkwardness 

He requested the Ministry of Forests to reforest the barren mountains in 
Macedonia in order to eventually eliminate the mosquito-breeding swamps 
— ^Louis Adamic, The Native's Returriy p 321 

There is no point in rearranging a sentence just to avoid splitting 
an infinitive unless it is an awkward one. 

(References Curmc, Syntax^ pp 458-65, Fowler, “Split Infinitive” (for overprecise 
distinctions), Fries, pp 132, 144 ) 

spoonful, spoonfuls The standard plural of spoonful y tablespoon- 
fuly teaspoonfuly is spoonfuls, tablespoonfuls , teaspoonfuls (similarly, 
basketfuls y carfulsy cupfuls y s hovel fulsy tubfuls). 

Colloquially cupsful, carsful, shovelsfuly and so on are often heard. 

Squinting modifier See ^Ambiguity §2. 

Staccato style A staccato style has — as its principal characteristic 
— ^short, emphatic sentences, often exclamations or questions, usually 
without expressed connectives between the statements. The words, 
especially verbs, are likely to be vigorous It is effective in short 
passages that deserve sharp stressing but is likely to be tiresome and 
to lose Its emphasis if it is long continued. 

Hmdenburg was shortening his lines He was quitting northern France 
and Belgium But he was holding the Argonne Day by day the representa- 
Uves of our G H Q had shown us the map with every enemy division 
and reserve force marked Hmdenburg had thirty-two reserve divisions at 
the beginning of our Argonne drive When November began two or three 
remained What had become of an army of German reserves? — George 
Seldes, You Can't Print That! p. 35 

Compare ^Telegraphic style. 

Standard English Standard English is a useful term to describe 
the language used in the conduct of public affairs, that is used in the 
various types of literature, in periodicals and books, in speeches, in 
letters and documents. In this sense it corresponds roughly to the 
combined Formal and Informal levels of usage and excludes Vulgate. 
See Chapter 3, “The basis of Good English,” page 72, for further 
discussion. 


Statements See ''^Declarative sentences. 
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still Sttll IS an adverb in the sentence “It’s still raining” and a con- 
junction (^Conjunctive adverbs) in “I can see your point of view, 
still I don’t agree with you.” 

stomach No final -e. But stomach ache, 

story A story is a narrative of either real or imaginary happenings 
Typically we think of a story as an imaginary tale, a short story or 
novel, though a newspaper account of actual events is a news story. 

A discussion of ideas may be an editorial, an article, a critical 
article, a review, a treatise, but it is not a story. A poem would be 
referred to as a story only if it was a narrative, and though plays 
are stories, their special form calls for reference to them by their 
proper name. Try to keep story for its real meaning. 

strata Stratum is the singular, strata its plural 

street In many newspapers and in some informal writing, street is 
not capitalized as part of an address In general writing it would be 
capitalized (41 High Street) 

The abbreviation St or u is not much used except to save space 
in newspapers, lists, or reference works 

Stress See ^Pronunciation § 4b, c, ^Rhythm; *Noun and verb stress. 

Strong verbs See ^Principal parts of verbs. 

Style Style has been defined in a number of well-known aphorisms 
“Proper words in proper places make the true definition of a style” 
(Jonathan Swift) ; “Style is the* dress of thoughts” (Lord Chester- 
field) ; “Style is this to add to a given thought all the circumstances 
fitted to produce the whole effect that the thought ought to produce” 
(Stendhal) ; “Style is the ultimate morality of mind” (A. N White- 
head); and the most often quoted of all, “The style is the man” 
(Comte de Buffon) 

Such definitions are good starting points for discussion, and they 
suggest ideals that may guide a person’s thought and perhaps his 
practice But whatever style may mean to critics and philosophers, 
for a student or writer it is most helpfully taken, in a more concrete 
sense, to mean a speaker’s or writer’s use of language, the sources of 
the listener’s or reader’s impressions of his manner of thought and 
expression. The connotation of style is of the effectiveness of the 
expression (rather than of description of usage or questions of cor- 
rectness). In contrast to grammar, the typical structure of the 
language, style refers especially to the words and expressions in 
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which the speaker or writer has a choice among the resources his 
language offers. An analysis of a writer’s style takes into account the 
qualities of words, phrases, idioms, sentences, and arrangement of 
material. 

The following adjectives are often used in describing qualities of 
style. Some of them are words of general meaning that are applied 
to style {flat^ mature) \ others are technical words for qualities of 
language {allusive y archaic y preciousy trite) \ several of them aie 
practically synonymous {verbose — wordy y local — provincial). With 
many of the words you will be already acquainted; the meanmg of 
the others you can find from class discussion, from referring to a 
good dictionary, or from the pages given to treatments in this Guide 


and Index, 

^abstract, p. 341 

fluent 

plain 

’•academic 

formal, p 48 

poetic 

affected 

graceful, p 295 

pompous 

♦alliterative 

♦heightened 

♦precious 

allusive, p 353 

highflown 

precise 

amateur 

♦humorous 

prosaic 

Anglo-Saxon 

♦idiomatic 

provincial, p 58 

archaic, p 56 

♦imagistic 

purple 

awkward 

♦imitative 

repetitious, p 289 

careless 

immature 

resonant 

♦clear 

impersonal, p 79 

♦rhythmical 

climactic, p. 222 

informal, p 39 

riming 

♦colloquial 

interrupted, p 279 

♦schoolgitl 

complex 

involved, p 279 

♦scientific 

concise, p 284 

ironical, p 351 

selt-conscious 

concrete, p 341 

journalistic 

simple 

dense 

[♦Newspaper English] 

slangy, p 46 

difficult 

juvenile 

smart 

diffuse 

♦Latinized 

smartaleck 

dignified, p. 48 

literal, p 326 

smooth 

direct 

local, p. 58 

solid 

easy 

loose 

sophisticated 

economical, p. 284 

lyrical 

♦staccato 

elementary 

mannered 

stiff 

♦emphatic, p 287 

mature 

♦suggesuve 

♦epigrammatic 

metaphorical, p 348 

technical 

euphonious, p 295 

monotonous, p 278 
natural, p 84 

♦telegraphic 

exact, p 326 
♦experimental 

trite, p 333 
varied, p 278 

nervous 

feeble 

old-fashioned, p 55 

verbose 

figurative, p 344 

overloaded 

Vulgate, p 52 

flabby, p 333 

overmodified 

weak 

flashy, p 46 

[♦Adjectives m use] 

♦wordy, p 284 

flat 

pedanuc 


florid 

pithy 
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To discuss the style of a passage, read it attentively for a general 
impression Then read it slowly once or more to note the qualities 
of words, phrases, sentences, perhaps marking some that attract 
particular attention or that are good illustrations of the quahtics 
you find. Test your original impression m the light of this analysis 
Try not to let an interest in details blind you to general qualities 
of style 

( Ri 1-ERLNcfc.s Dobrce, Rickert, manv articles m Fowler, Rene Wellek and Austin 
Warren, Theory of Literature (New York, 194^), chs 12-15, works on literary 
criticism ) 

Sfylebooks For editors and printers style means the method of han- 
dling various mechanical matters such as capital letters, punctuation, 
forms of plurals, division of words, details of typography Since 
usage is divided on many of these points, a publisher chooses what 
form will be used m his pubhcations. Most newspapers, magazines, 
and publishing houses have stylebooks — documents ranging from a 
single page to elaborate volumes containing the particular rules to 
be followed in piepanng copy for specific publications. They often 
show arbitrary choices, to attain a consistency that most publishers 
feel is desirable One factor in recent changes in practices in writing 
and printing has been the decision of some of the book publishers 
to let authors’ copy stand nearly as written, so long as it is consistent. 

Most newspaper stylebooks are not generally available, though 
that of The New York^ Times, revised 1950, is for sale. The Uni- 
versity of Chicago Press Manual of Style, eleventh edition (Chicago, 
1949) IS the most influential stylebook among book publishers John 
Benbow, Manuscript & Proof (New York, 1937), representing the 
style used by the American Oxford University Press, is a briefer and 
more modern stylebook. 

Subject and verb Correction: Make the subject and verb of this 
clause or sentence agree according to the principles given in 2 
below. 

1. Subject and verb as sentence elements. The backbone of the 
typical English sentence is a subject and a verb The subject names 
the starting point of the action or statement, and the verb advances 
the statement by specifying an action, state, feeling, or the existence 
of whatever the subject names. Except in inverted sentence order 
the subject stands before the verb and we identify it as the subject 
because ot this position, as the ^object follows the verb In the 
sentence ‘The submarine sank the cruiser'’ we know that the sub- 
marine and not the cruiser did the sinking because submarine is in 
the subject position in the sentence. 
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2. Agreement of subject and verb. A verb agrees with its sub- 
ject m number and person. This usually means with the gram- 
matical number of the subject. Since, except for the verb be^ our 
verbs have one form for both numbers and for all persons except 
an -s in the third singular present, relatively few problems in agree- 
ment can arise. 

Singular / am more tired than usual A chatr was placed in the corner 
Thts job tabes four weeks The job too\ four weeks 

Plural We are more tired than usual Three chairs were placed along 
the wall These jobs ta\e four weeks The jobs too\ four weeks 

The problems that arise in agreement of the subject and verb are 
either from a sentence form in which the grammatical number of 
the subject is uncertain or is blurred by the presence of other words, 
or from agreement with the meaning of the subject rather than with 
Its grammatical form 

a) Collective nouns Agreement according to meaning is seen 
most clearly in collective nouns, which take either a singular or 
plural verb, depending upon whether the speaker or writer is em- 
phasizmg the group as a whole or the individuals of which it is 
composed. In writing, the verbs and pronouns of a given sentence 
should be all plural or all singular in referring back to a collective 
subject. 

Emphasizing the unit The class ts the largest in six years 

Emphasizing the individuals The class are by no means all intellectual 
giants, but they have done very well 

For further examples and discussion see ^Collective nouns 

b) Compound subjects. Ordinarily a compound subject has a 
plural verb: 

Alice and Francis weie the first to arrive. 

The text of the poem and the commentary mabe quite a sizable volume. 

When the two elements of a compound subject refer to the same 
person or thing, the verb is singular: 

The best teacher and the best scholar here is Professor Babcock 

The spirit and accomplishment of these men speabs for itself 

The verb is often singular when the compound subject follows: 

There ts both health and wealth in this way of life 

For the winner there was a large cash prize and weeks of glory 

When a second part of the subject is connected with the first 
by wtth^ together wtth^ as well as, the agreement varies. In formal 
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English such a construction is kept singular. In informal English 
a plural is often found if the expression is equivalent to a compound 
subject 

The rudder is the only essential control in taxiing, and this together with 
a regulative speed \eeps the plane going in a relatively straight line 

The winner with the four runners-up were given a recepuoil (To make 
this more formal, the with should be changed to andy rather than the were 
to was ) 

He is not a good speaker, since his hesitating manner with long “uh’s” 
interspersed in the address make [formal makes\ him difficult to listen to. 

Subjects connected by or take a singular verb if both are singular, 
a plural verb if both are plural or if the one nearer the verb is plural 

A novel or a biography ts to be read outside of class. 

Novels or biographies woe the same to him 

A novel or five short stories were to be read 

In questions in colloquial usage the plural is common: 

Are [or /j] Fred or Harry in? 

c) Plural modifier of singular subject When a rather long 
plural modifier of a singular subject comes between it and the verb^ 
formal English has a singular verb, but informal and colloquial often 
have a plural verb 

This gtotip of essays ts [not are'l concerned with problems in sociology 
and philosophy as they are related to biology 

The form of your bibliography and footnotes ts not standard 

To a beginner on the organ the array of stops and pistons, manuals, 
couplers, and pedals seems [colloquial seem'] at first quite bewildering 

Two thousand dollars’ worth of pictures wete [formal was] destroyed 

d) Relaiive pronouns A relative pronoun referring to a singular 
noun has a singular verb (The person who takes enough pains can 
do It) and one referring to a plural noun has a plural verb (The 
people who take pains win in the long run). In idioms like “This 
IS one of the most discouraging things that has come out of the 
situation,” formal usage has that have comcy since the antecedent 
of that IS things y informal and colloquial usage often have that has 
comcy because the central idea (of one^ is singular. 

Formal Jeffrey is one of those moderns who are making their money talk. 

Colloquial Jefirey is one of those moderns who ts making hts money talk 

e) Subject and complement of different number. The verb 
agrees with the subject. 

A day’s work is four trips Four trips make a day’s work. 
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f) Plural subject with singular meaning. When the idea con- 
veyed by a plural subject is singular m intent, the verb is usually 
singular: 

Five years is a long time 

(REFtRENCES. Curiiie, Syntax, ch 4, Fries, pp 188-90, 249-50, and index references, 
Pooley, pp 78-88 ) 

3. Punctuation between subject and verb. Since the subject and 
verb are part of one construction, they should not normally be 
separated by a comma 

Another example of what can happen [ J is fmnished bv tlie experience 
of two young women who were staying at the hotel 

(See *Comma $ 5 Discussion and other examples of subject and \erl> relations will be 
found in ch 4, “Subject — verb — object,” p 104, ch 9, “The favorite Fnglish 
sentence,” and “Minor sentence types,” pp 247, 259, ch 10, “Separitinj* elements,” 
p 292 ) 

Subjective case See ^Nominative case, ^Subject and verb. 

Subjectless sentences See Chapter 9, “Subjectless sentences,'’ page 
259. 

Subjects of papers See Chapter 1, “Focusing on a subject,” page 8, 
and, for reference papers in particular, Chapter H, “Choosing a sub- 
ject,” page 367. 

Subjunctives Subjunctive verb forms have been used to show some 
attitude of feeling or doubt of the speaker toward the statement he 
is making. 

1. Form of subjunctives, (a) Simple subjunchve In current 
English the subjunctive form of a verb is identifiable only in certain 
forms of the verb be (If I, you, he . . . be. If I, he ti/e?e), and in 
forms, made with be (If he were askjng) and in the third person 
singular (“If he asf(' instead of the indicative “If he “If he 

have'" instead of “If he has"'). 

b) Subjunctive with auxiliaries Some grammarians include as 
subjunctives all the locutions that can be used in expressing ideas 
that may also be, or have at some time been, expressed by the 
subjunctive, or the forms that could be used m translating sub- 
junctives found m other languages. Under this system several aux- 
iliaries — may^ might, should, would, let, have to, and others — become 
subjunctives This bioad interpretation makes consideration of the 
subjunctive more complicated than is necessary, since the meaning 
and connotation come from the meaning of the auxiliary or from 
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adverbs. For that reason, in the following discussion only the simple 
subjunctive is considered. 

(See ch 4, “Subjunctives,” p 103 Referi-ncis lor argument in favor of con- 
fining subjunctive to the simple forms, see Otto Jespersen, Vhe Philosophy of Gram- 
mar, pp 315-21, and for description of the subjunctive with auxiliaries, Curme, 
Syntax, ch 20 ) 

2. Uses of the subjunctive. English makes much less use of 
the subjunctive mood than most of the modern European languages 
do There are a number of idioms in which the subjunctive may be 
used in English, especially in formal English, although it is almost 
always possible to use other verb forms. It is common in wishes, 
conditions, qualified or doubtful statements, and in Ma/-clauses and 
after expressions like It is necessary. The following examples illus- 
trate typical uses of the subjunctive and give alternative idioms that 
would be more common in speech and most writing. 

a) Formulas The subjunctive is found in numerous formulas, 
locutions surviving from a time when the subjunctive was used 
freely. Most of these are no longer general idioms; that is, we do 
not make other sentences on the pattern of Far be it from me, , , 

Far be it from me Heaven forbid If need be Heaven help us 
Be It said Suffice it to say God bless you Be that as it may 

Many petty oaths have this form* Confound it; Grades be hanged 
Some of these formulas are used in all levels of the language, 
some, like Come what may, are rather formal, and the oaths are 
chiefly colloquial 

b) In THAI -clauses The subjunctive is used in many idioms for 
recommendations, resolutions, demands, and so on. These idioms 
are usually in a formal, often legal, context. Note the following 
examples 

Formal Wc recommend that the Commissioner designate for this use 
the land formerly belonging to Mr Brewster. 

Formal I ask that the interested citizen watch closely the movements of 
these troops 

Informal I ask the interested citizen to watch the movements of tliese 
troops closely. 

Formal the order that he be dropped 
Informal the order to drop him 

Formal It is necessary that every member inform himself of these rules 
Informal It is necessary for every member to inform himself of these 
rules — It IS necessary that every member should inform himself of these rules 
— Every member must [should] inform himself of these rules. 

c) In conditions. In formal English the subjunctive is used in 
i/-clauses when there is doubt of fulfillment of the condition, or 
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when the condition is ‘‘contrary-to-fact/’ that is, impossible (as in 
“If I were you . . ”) * 

Formal I had to do all this if I were to arrive m Hartwick by ten o’clock 

Informal I had to do all this if I was to arrive in Hartwick by ten o’clock 

Formal* The fellow who worked next to him in the plant had been turned 
off, and Jim could not help wondering if that were [Informal and more 
usual was\ a sign that some of the rest of them would be discharged, too — 
Erskine Caldwell, Kneel to the Rising Sun, p 129 

Formal If the subject of a verb be [More usual w] impersonal, the verb 
itself may be called impersonal. — Arthur G. Kennedy, Current English, 
p. 296 

The subjunctive is most common in contrary-to-£act conditions 

If one good were really as good as another, no good would be any good — 
Irwin Edman, Four Ways of Philosophy, p 80 

There has recently been an increase in the use of the subjunctive 
m American writing, even in situations in which it has nothing to 
add to the meaning: 

After the booker had collected his commission, if he wete on a salary 
basis, he had to pay protection money to members of the combination — 
Robert I. Center, The Atlantic Monthly ^ Oct. 1937 

In all of these constructions a speaker or writer has a choice be- 
tween the subjunctive and the indicative (which may be an “aux- 
iliary”) or an infinitive In speech and in informal writing some 
idiom with the indicative would be more usual; in formal writing 
the subjunctive would probably be used. Professor Fries found that 
in both standard and vulgate English the subjunctive was found 
rather seldom, in considerably less than one fifth of the locutions 
in which It might be used Actually subjunctives are a trait of style 
rather than of grammar and are used by writers, consciously or 
unconsciously, to set their language a little apart from everyday 
usage rather than for specific meaning. 

Students in foreign language courses should remember that very 
few French and German subjunctives can be satisfactorily translated 
by an English subjunctive form They should try to find the natural, 
idiomatic English way of expressing the idea that is idiomatically 
expressed by the subjunctive in the language they are translating. 

(References. The point of view presented id this article will be found in general in 
Ballard, pp 12-23, Fowler, article “Subjunctives”, Fries, pp 103-107, Hall, pp 
311-14, Jespersen, ch 27, Marckwardt and Walcott, pp 30, 37, 88, 89, Pooley, pp 
55-59, Thyra J. Bevier, “American Use of the Subjunctive,” American Speech, 1931, 
6 207-15 A different point of view will be found in Curme, Syntax, ch 20, 
Kennedy, i 106; C A Lloyd, “Is the Subjunctive Dying?” The English Journal, 
1937, 26- 369-73.) 
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Submitting manuscript The conventions of submitting maixuscnpt 
for publication are simple 

The manuscript should be carefully typed, double spaced, on good 
paper (^Typewritten copy). Generous margins should be left for 
editorial operations Plenty of space should be left around the title, 
half a page or so. Keep a carbon copy for reference. 

The writer’s name and address stand in the upper left-hand 
corner of the first page. The approximate length in words may be 
put in the upper right-hand corner. 

It 18 not necessary to inclose a letter with the manuscript, since 
Its purpose is obvious, unless there are some useful facts to give, 
such as the sources of material or suggestions for illustration. 

Mail in a comfortable-sized envelope. Short manuscripts can go 
in 9 inch envelopes, folded twice, those from 4 to 12 pages can go 
in envelopes about 6x9 inches, folded once; and longer ones in large 
envelopes, flat. Photographs or drawings should be carefully packed 
between stiff cardboard, and clearly labeled 

Inclose an envelope large enough to hold the manuscript as it is 
folded, addressed to yourself, and carrying sufficient postage for its 
return. The editor will probably want to use it. 

Subordinating conjunctions The most common subordinating con- 
junctions — words that connect subordinate clauses with the mam 
clauses of sentences — are. 


after 

* because 

since 

unless 

■although 

before 

*so 

*when 

^as 

how 

*so that 

*where 

^as if 

*if 

though 

*while 

as long as 

in order that 

*till 

why 


The relative pronouns {who^ which^ that^ what) function also as 
subordinating conjunctions 

Subordination Correction: Make the less important of these state- 
ments grammatically subordinate to the more important. 

Subordinate sentence elements modify the sentence as a whole, 
the subject, verb, object, or some other important element. They may 
be single words, or phrases, or clauses; but usually an important 
phrase (like a ^verbid phrase) or subordinate clause is meant in 
discussing subordination. Subordinate clauses are mtroduced by 
the connectives listed in ’’^subordinating conjunctions or by relative 
pronouns. They are used as nouns, adjectives, or adverbs. 

The chief point to remember is that subordination should repre- 
sent or correspond to a relationship between ideas. The more im- 
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portant ideas should be in main clauses or principal words, the less 
important in subordinate constructions The exact connective shows 
the thought relation to the rest of the sentence 

Problems of subordination are discussed specifically in Chapter 9, 
‘‘Complex sentences,” page 257, and in various articles including 
♦Clauses, ♦Complex sentences, ♦Coordination, ♦Conjunctions, ♦and. 

Substandard English See Chapter 2, “Vulgate English,” page 52. 

Substantive A substantive is a noun, or a word (pronoun, adjective, 
infinitive . . .) or a group of words used as a noun. See ♦Nouns, 
♦Noun clauses. 

such As an intensive, such is colloquial and informal (It was such 
a hot day; such nice people) In formal writing the construction 
would be avoided or completed (Such nice people as they are). 

Idiomatic constructions with such are 

There was such a crowd that [not so that] we couldn’t even gel to the 
door 

The invitation is extended to such non-members as arc interested (As 
IS a relative pronoun A more informal construction would be The invita- 
tion IS extended to all non-members who are interested ) 

A good lecturer? There’s no such thing (No such a thing is colloquial ) 

Various possible constructions with such are rarely used and seem 
somewhat stiff and unuhomatie 

His condition was such that he could not be moved (Moie usual His 
condition would not allow him to be moved ) 

Psychologists could probably hnd various reasons vvh) it is regarded as 
such ( why it is so regarded ) 

As a coordinating conjunction, introducing examples, such as 
has a comma before but, not after 

He was interested in all soils of outlandish sub)ccis, such as palmistry, 
numerology, and phrenology 

Suffix A syllable that can be placed after a word or loot to make 
a new word of different meaning or function -ize (ertUetze)^ -ish 
(foolish), -ful (playful). See ♦Origin of words §3a 

Suggestion Making use of the associations, the connotations of 
woids, IS called suggestion. The words liberty, immemorial, mysti- 
cal, butcher, homey, and thousands of others have acquired asso- 
ciations from their past use that may call to a listener's or reader’s 
mind some feeling or attitude that goes beyond their original core 
of meaning. Relying on suggestion may be misleading or at least 
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may be a substitute for exactness, but a responsible use of suggestive 
words adds color and often pleasure and keeps writing from flatness 
For discussion see Chapter 11, “Connotation The suggestion of 
words,” page 322; ’'^Heightened style 

suit, suite Suit is pronounced soot or sut, suite (a group of attend- 
ants, a series of rooms, and so on) is swet or soot, sut The latter pro- 
nunciation IS more usual in commercial talk about a set of furniture 

Sunday school Capitalize only the Sunday except in names of par- 
ticular Sunday schools 

Sunday scliool the Methodist Sunday School 

Superlative of adjectives and adverbs See ^Comparison of ad- 
jectives and adverbs §§ 2, 4, and 5 

Support paragraphs See Chapter 8, page 220 For order of sup- 
port m papers, see Chapter 1, page 14 

sure Swe is primarily an adjective (sure footing, Are you sure?) 
As an adverb, sure instead of surely or ecjuivalent to certainly or 
yes, IS slangy colloquial (Sure, Fm coming, That sure is fine of 
you) 

swim The principal parts are swim, swam or swum, swum, “He 
^wam half a mile” is more common in writing than “He swum half 
a mile.” 

Syllabication See ^Division of words 

Synecdoche See (diapter 12, “Relationship,” page 350. 

Synesis (sm'9 sis) In vulgate English and to a great extent in infor- 
mal English there is a tendency for constructions to follow the 
meaning rather than a custom of grammar that might apply. Fol- 
lowing the meaning rather than grammatical convention is known 
as synesis In earlier days, before so much stress had been put on 
correctness, this construction was pretty common and found in the 
best places, as in “Then Philip went down to the city of Samaria and 
preached Christ unto them"' (Acts 8 5) — where the pronoun’s gram- 
matical antecedent is city (singular) but the meaning is plural, that 
is, he preached to the people of the city, A collective noun has a 
singular verb when the group is meant or a plural verb when the 
individuals are meant (The team leaves tonight — The team were 
completely worn out All of his 160 pounds is bone and muscle). 
In these hjnd oj shoe<, the strict grammatical agreement would be 
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this kfndy but sincfc wc are talking about shoes^ it seems natural to 
say these. 

In formal English such locutions arc out of place. In vulgate 
English they are the normal and proper expressions — and should be 
used in writing much dialog Between the two extremes of style 
the problem of agreement is more complicated. The forces of the 
schools have been set firmly against some of the common idioms 
for so long that most educated readers will feel they are at least 
slipshod, even when difficult to spot (as in “one of the most impor- 
tant messages that has [for have\ come out of Spam”). They cannot 
be objected to on the basis of meaning, because they make the 
meaning more sure than the more conventional construction They 
are to be avoided in formal writing because so many readers will 
object to them and because a writer ordinarily intends to follow the 
conventions of grammar as well as make his meaning clear. Often 
in conspicuously informal writing they fit. 

(See ^Collective nouns, *kmd, sort, ^Reference of pronouns, ^Subject and verb ) 

Synonym A synonym is a word that means almost the same as 
another word For use of synonyms see Chapter 11, “Synonyms,” 
page 324. 

Syntax Syntax means the relationship between the words or other 
locutions in a sentence Many articles in this Index discuss points 
of syntax, as, for example, ^Adjectives in use, ^Subject and verb, 
*Word order. 


T 

I (t) as in type^ quote, attach, 

•Ed IS pronounced as t after the sound of /, p, or s in the same 
syllable, laughed, fixed, confessed, tipped, picked, T is silent in 
Christmas, often, listen, thistle, mortgage, mustn't, and many other 
words, and in ordinary speech in word groups like sit down 
(sidoun'). Ti is pronounced ch in such words as question and sh 
in such words as nation, notion, (Compare *D.) 

taboo— tabu Taboo is more generally used than tabu, except in 
anthropology. Plural taboos*, past tense of the verb, tabooed*, pro- 
nounced tebdo'. 

Taboo in language A number of words not used in certain circles 
— many of them not even appearing in dictionaries — are said to be 
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tabooed. Communication in the subjects to which they belong is 
carried on by accepted substitutes (Compare Chapter 12, ‘‘Euphe- 
misms,” page 337 ) 

(REFkRENCEs Kennedy, pp 431, 462-64, Jespersen, Language^ p 239, Edwin R 
Hunter and Bernice E Gaines, “Verbal Taboo in a College Community,” American 
Speech, 1938, 13 97-107 ) 

Tabulations Series of facts can often be more clearly presented m 
a table systematically arranged in convenient and meaningful col- 
umns Any group of more than three or four numbers should be 
tabulated (See p 276 for an example), as should series of short items 
(See tabulation on page 786 in ^Tenses of verbs) 

Occasionally in the body of a paper it is convenient to cast a senes 
of parallel statements in a numbered tabulated form. The device 
should not be overworked, but it is a good way of securing emphasis 
by display. 

The English textbook of the future, to sum up, must recognize the social 
nature of language, and English in particular, by 

1 acknowledging that language is the tool of the social group, 

2 granting that utility is the only valid basis for the creation or per- 
petuity of a language form, 

3 pointing out the part each individual speaker plays in the retardation 
or acceleration of change, 

4 regarding the written language m its proper light as the secondary 
and partial representation of the real language — Robert C Pooley, Gram- 
mar and Usage in Textbooks on English, p 151 

(Reference University of Chicago Press Manual of Style, pp 158-72 ) 

Tandem subordination An unhappy series of subordinate clauses, 
each of which depends on an clement in the preceding 

Tandem He had carefully selected teachers who taught classes that 
had a slant that was specifically directed toward students who intended to 
go into business 

Improved He had carefully selected teachers who slanted their courses 
toward students intending to go into business [or toward future business- 
men] 

Tautology Tautology is unprofitable repetition of meaning (the 
modern college student of today). (See Chapter 10, “Repetition,” 
page 289.) 

taxi The plural of the noun taxi is taxU; as a verb, the principal 
parts are taxiy taxied^ taxiing or taxying. 

teach Sec ^learn — teach. Prmcipal parts: teach^ taught^ taught, 

technic Technic (tek'nik) is a variant form of technique. It is also 
used, especially in the plural (technics)^ for technology 
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Technical English 

Technical English See ^Scientific and technical writing and Chap- 
ter 2, “Shoptalk,” page 45 

Telegraphic style ‘‘Telegraphic style” refers to writing in which 
many ^function words (especially articles and connectives) are 
omitted It suggests also compact constructions and vigorous words. 
It is not appropriate in general writing but is used m some reference 
works to save space, in newspaper headlines for vigor (Gang Flees 
Cops, Find Loot — Ditch Guns, Stolen Cash Near River), and to a 
certain extent in such styled writing as occurs in Ttme, 

Tenses of verbs Correction: Make the tense of this verb conven- 
tional in form (§ 1) or consistent with others in the passage (§^ 3, 4). 

1. Tense forms. 2. Indication of time. 3. Sequence of tenses. 

4. Consistent use of tenses. 

1. Tense forms. Except for the simple present and past tense 
forms, English verbs show distinctions of time by various phrase 
combinations, often supported by adverbs (“he is about to go” as a 
future). The following table presents the verb phrases most com- 


monly associated with time distinctions 


Present 

TENSE 


ACTIV^ 

he asks 
he is asking 
he does ask 

PASSIVI 

he IS asked 
he IS being asked 


Fast perfect 

(Past of some time 
in tlie past) 

he had asked 
he had been 
asking 

he had been asked 

Past 

TENSES 

Past 

(A time in the past 
not extending to 
the piesent) 

he asked 
he was asking 
he did ask 

he was asked 
he was teng asked 


Pet feet 

(Past, extending 

L to the present) 

he has asked 
he has been 
asking 

he has been asked 

Future J 

Futut t 

(Future, extend 
ing from the 
present) 

1 

he will ask 
he will be 
asking 
he is going 
to ask 

he will be asked 

TENSES ' 

Futwe perfect 
(Past from some 
future time) 

he will have 
asked 

he will have 
been asking 

he will have been 
asked 
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Tenses of verbs 


“Strong verbs” show a change of vowel in the past tense instead 
of the -ed ending (he rides, he rode) and also in the past participle, 
usually with the ending -en (he has ridden) (See ^Principal parts 
of verbs.) 

(RuhRFNCEs Curme, Paits of Speech and Accidence^ pp 241-333, Fries, pp 59-71, 
128-98 Mencken, pp 427-47, Leah Dennis, “The Progressive lense Frequency of 
Its Use in English,” PMLA, 1940, 55 855 65 ) 

2, Indication of time. The time of a verb is often made more 
exact by an adverb or by the context 

He had come Tuesday 

When Harriet comes^ she will be asked to explain all this 

The “progressive phrases” {ts as}{ing^ was as\tng, has been asl{- 
tng . ) tend to emphasize the actual activity and are increasingly 
being used in English 

The present tense is used to make a statement that is generally 
true, without reference to time 

Oil floats on water 

The Captain reminded the ladies that the equator is an imaginary line 

With an adverb of time the present may refer to the future (He 
comes tomorrow) The present may also refer to a statement with- 
out specified time For example, “He comes to us well recom- 
mended” may mean that he has come already or that he will come 
For the “historical present,” sometimes used m vivid narrative of 
past events, see page 211 

For further details of the future tense see *shall and will 

Participles and infinitives express time in relation to that of the 
main verb The present infinitive expresses the same time as the 
main verb or, often with an adverb, a time in the future 

Our team is playing to win I hope to go abioad next summer 

A past infinitive expresses action prior to that of the mam verb: 

I am sorry to have disappointed you 

A present participle generally refers to the time of the main verb: 

Rounding a turn in the road, he came suddenly m full view of the lake 

3. Sequence of tenses. When the verb of a mam clause is in the 
past or past perfect tense, the verb m a subordinate clause is also 
past 

Frank knew that the Statlers were visiting us 

Frank knew that the Statleis would visit us the following week 
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Term paper 

The old man wondered whether the train had arrived 

I have never seen Slim when he hadn’t [or* didn't have, not hasn't] a wad 
of tobacco in his mouth 

A present infinitive is, how^ever, usual after a past verb 

I thought you would have liked to ride [not to have ridden] in their car. 

They intended to stop [not to have stopped] only an hour in the village 

4. Consistent use of tenses. It confuses a reader to find tenses 
shifted without definite reason, as in this paragraph 

I sit down at my desk early with intentions of spending the next four hours 
studying Before many minutes passed^ I hear a great deal of noise down on 
the floor below me, a water fight is in progress Study was forgotten for half 
an hour, for it was quite impossible to concentrate on Spanish in the midst 
of all this commotion After things quiet down I begin studying again, but 
I have hardly started when a magazine salesman comes into the room, hop- 
ing to snare a large sale After arguing with him for several minutes I 
finally got rid of him 

Shifts of this sort should be carefully avoided. 

In single sentences the inconsistency usually comes from careless- 
ness, especially from forgetting the form of the first of two parallel 
verbs* 

Last fall in the Brown game I saw Bill Geyer hit so hard that he was 
knocked five feet in the air and then land [for landed] on his head (The 
writer forgot the tense of was \nocked ) 

(Reffrence Curme, Syntax, ch 18 ) 

Term paper See Chapter 13, The Reference Paper, page 363. 

textbook Now usually written as one word. 

th Th spells a voiceless sound (th) as in path (path), thinf^ (thingk), 
and a voiced sound (th) as in paths (patbz), the (tba, thi, the), 
bathe (ba^) Th is silent in isthmus and pronounced t in Thomas 
and thyme, (See *ye=the.) 

than 1. Conjunction. Than as a conjunction introduces the second 
member of a comparison in which the things compared are unequal : 

Nobody was more aware of the need for action than he was. 

You will get there earlier than I will 

Than is the idiom after no sooner: 

He had no sooner opened the door than the flames flared up. 

For other comparative idioms with than see Comparison of ad- 
jectives and adverbs §§ 1, 3. 
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that 


2* Prq)osition. Than is often a preposition. Since the clause with 
than IS usually verbless {than he^ than /), it appears rather as a 
preposition and frequently, especially in colloquial and informal 
usage, IS followed by an accusative: 

General The second was much larger than the first 

Colloquial and informal You are certainly faster than him. 

In the formal than whom^ it is a preposition* 

We admire the power of Jack Kramer, than whom there is no greater 
tennis player 

(Replrence Jespersen, p 133 ) 

3. Confusion with ‘then/ Then is often carelessly written foi 
than (See *then — than ) 

(See ‘•^different Reference Dwi^rht L. Bohnger, “Analogical Correlatives of ‘Than,* ** 
American Speech^ 1946, 21 199-202 ) 

that 

1. Conjunction. 2. Relative pronoun. 3. Clauses without ‘that.^ 

4. That which. 5. Referring to an idea. 6. ‘That’ as an adverb. 

1. Conjunction, (a) That should usually be repeated with each 
of a series of parallel subordinate clauses 

But he also sees that Lafayette was a rigorously honest and honorable 
man, that he had many of the essential talents of the political compromiser, 
the moderate, and that these very talents help explain his failure in the French 
Revolution —Crane Brinton, The Saturday Review of Literature, Dec. 
3, 1938 

b) That should not be repeated within a single clause: 

Many people think that if an article is advertised by a good joker or a 
good band [not that] it is a good product to buy 

2. Relative pronoun. That refers to persons or things, who usu- 
ally to persons, which usually to things 

The number of men that [or who\ fell within the age limits of the draft 
was 3,500,000 

He solved in five minutes a problem that [or which] I had struggled 
with for five hours 

That more often introduces clauses that are restrictive, which 
usually introduces clauses that are nonrestrictive 

The book that she selected jot her re pot t [restrictive] was the longest 
on the list 
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that 


The privilege of free speech, whiih we hold so dear [nonrestncuve] , is 
now endangered 

3. Clauses without ‘that.’ Clauses are often made without the in- 
troductory that. These constructions are not elliptical (for that is 
not “omitted” or to be “understood”) but are a standard shorter 
idiom They are general usage in both speech and writing: 

Ht s nd he would go Ot He said that he would go 

1 remembered my mother’s birthday tell on March 10 (Or I remembered 
that my mother’s birthday fell on Maich 10 ) 

The first man he met turned out to be Alexander (Or The first man that 
he met turned out to be Alexander ) 

The that is necessary when the clause comes first (That one could 
be punished for such a thing had not occurred to him) ; in appositivc 
clauses after such nouns as wtsh^ beliefs desire (My hope that he 
would finish today was not fulfilled), and with anticipatory it (It 
is not true that I promised to pay the whole sum at once), although 
in short constructions, and in rather colloquial usage it is not needed 
(It isn’t true he likes me better than he does you). That is usually 
needed in the second of two parallel clauses I had hoped the book 
would be finished by June and that it would be published by No- 
vember. 

(Rfffrences Curmc, index references, Jtsptrstn, pp 350-351 ) 

4. That which. That which is formal and archaic for what* 

He had no clear idea of what [not that which] he was trying to say 

5. Referring to an idea. That (or this) is used to refer to the 
whole idea of a preceding statement when the reference is clear 

While I was studying,' he sometimes turned on the radio That wis an- 
noying, but I didn’t object 

If the that refers to an idea suggested but not contained in a par- 
ticular word, the sentence should be revised to make the reference 
clear. 

Vague reference My uncle is a doctor, and that is the profession I intend 
tp enter 

Exact My uncle’s profession is medicine ami that is going to be mine too 

6. ‘That’ as an adverb. That is used colloquially or locally as an 
adverb 

I am that hungry I could eat shoe leather 

Formal I am so hungry that I could cat shoe leather. 




their 


that is That ts introduces a statement the equivalent of, or the ex- 
planation of, what precedes It is a formal connective and is best 
kept to introduce series or complete statements. In such a use it is 
usually preceded by a semicolon and followed by a comma: 

The men worked continuously for three whole weeks to complete the 
dam on time, that is, they worked twenty-four hours a day in three shifts, 
seven days a week 

In briefer constructions, a comma would be more usual, and the 
that IS would not be used* 

Formal They used the safest explosive for the purpose, that is, dynamite 

General They used the safest explosive for the purpose, dynamite 

(Compare *namcly and other introductory words ) 

the 1. Repetition of the article before the various nouns of a series 
emphasizes their distinctness 

The color, the fragrance, and the beautiful patterns of these flowers make 
them universal favorites 

The color, fragrance, and pattern of these flowers are distincUve. 

2, In the idiom the the^ in which the second the is an adverb 
rather than an article, usage is divided over the punctuation In 
foimal writing a comma is trcquently used between the phrases, in 
general usage not 

(leneral The greater one’s economic insecurity the greater the tendency 
to sacrifice spiritual independence — S iuart Chase, “The Luxury of Integ- 
rity,” The Nc wests of Amcncau 

hormal The greater one’s etonomie insecurity, tlie gi eater the tendency^ 
to sacrifice spiritual independence 

3. Keep the with the name of our country the United States 

theater, theatre Theatet is now the general spelling except in 
names established some time ago (See *-er, -re ) 

their Thetr is the genitive of they Theirs is the emphatic or abso- 
lute form 

This table is exactly like theiis 

Colloquially thetr is used to refer to the collective indefinite pro- 
nouns {anybody, anyone, everybody, everyone^, though these are 
singular in form 

Colloquial Everybody finally found their hats and coats 

Written Everybody finally found his hat and coat 

(Sfcfc *cvery and its compounds ) 
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Themes 


Themes Although one of the purposes of composition courses is 
to improve the expression of students, merely putting grammatical 
sentences end to end is not a sufficient task for college students. 
The aim of themes, as of other sorts of writing, should be to interest 
and inform readers The papers should be of a sort that, done well 
enough, would be suitable for publication. 

The chief difficulty with themes is that their writers forget their 
possible readers and affect a style that is unnatural to them. They 
write unnaturally: 

As the early morning sun is slowly breaking through the mist and the 
roosters are making their way out of hen houses to crow the early hours 
of day, one might hear the creaking of doors and the sound of padded 
feet while lying in bed wamng for breakfast Upon getting out of bed 
into the chilly morning air and looking out of a window into the farmyard, 
one could see an elderly, stout gentleman busily working about 

The writers of themes would do well to write simply and directly, 
like the professional writers quoted in this book Keeping readers 
in mind, the class or some other group, is the best way to get o\er 
this ‘‘theme attitude ” 

For manuscript form of themes, see “Manuscript form,” pages 
20-22, and *Type written copy. 

themselves Compare *himself, ^myself 

then Then IS an adverb of time, often used as a connective (con- 
junctive adverb) Often the connection between clauses is made 
closer by using and then 

The next three hours we spent in sightseeing, then we settled down to 
the business of being delegates to a convention 

He ate a good meal, and then he took a nap before starting home again 

then— than These words are often carelessly confused in writing 
Then is an adverb of time, than a conjunction in clauses of com- 
parison 

Then the whole crowd went to Louie’s 

I think The Big St^y was better than any other novel I read last year. 

then too is overused as a connective in amateur writing* 

A reader enjoys a fast moving story, then too he may enjoy something 
that will set him thinking 

Better A reader enjoys a fast moving story, but he may also enjoy some- 
thing that will set him thinking 

Then too is an especially mechanical connective when used be- 
tween paragraphs. 
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this 


there is, there are 1. There and it are used as anticipatory subjects, 
with the real subject following the verb There is is followed by a 
singular subject (often colloquially by a plural), there are by a plural 

There is a size for every need 

There are several ways in which this can be done 

(Reference Fries, p 56 ) 

2. Frequent use of these impersonal constructions tends to give a 
lack of emphasis 

There was a vague feeling of discontent evident in everyone’s manner 
Direct A vague feeling ot discontent was evident in everyone’s manner 
There are a good many college students who are easily discouraged 
Direct A good many college students are easily discouraged 

(See *it ) 

therefore Therefore is a conjunctive adverb, a rather heavy con- 
nective, unnecessarily formal for ordinary writing 

Formal My experiences in preparatory school had been very unpleasant, 
therefore I was surprised to find college students and college teachers so 
a^greeable 

General My experiences in pieparatory school had been so unpleasant 
that I was surprised to hnd college students and college teachers so agree 
able 

therein archaic or formal for tn //, tn that respect 

these kind, these sort See *kind, sort 

they They is colloquially used as an indefinite pronoun but generally 
is not so used in writing 

Colloquial They have had no serious accidents at that crossing tor over 
two years 

Wiitten There have been no serious accidents 
Colloquial They made the great reflector at Corning 
Written The great reflector was made at Corning 

thing Thing is often deadwood 

The other thing that I have in mind is going to France 
Improved I am also thinking of going to France 

The first thing you do is to get a few small twigs burning 
Improved First you get a few small twigs burning 

this 1. ThiSy like that, is regularly used to refer to the idea of a pre- 
ceding clause or sentence 

He had always had his own way at home, and this made him a poor 
roommate 
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thou 


The company tram their salesmen in their own school. This [More 
formally This practice] assures them a group of men with the same sales 
methods 

2. Used colloquially as a sort of intensified definite article* “This 
old man went into this restaurant,” Such a use is ordinarily out of 
place in writing. 

thou Thouy thy^ thtne^ thee are archaic pronouns for the second 
person, used now only in the formal language of church services. 
Amateur poets should avoid them except in archaic contexts. 

though For use as a conjunction sec ^although. 

Colloquially though is used as a word of qualification or hesita- 
tion * “I didn’t think he would do it, though ” This use is less com- 
mon in writing If used, it would normally be set off by a comma 
or commas. 

Thwarted subordination Sometimes amateur writers add an ajul 
or hut to a construction alreadv sufficiently connected with the rest 
of the sentence by a subordinating conjunction or a relative pronoun 
This has been called “thwarted subordination ” It is most commonly 
found as and which and but which constructions (* which ^4) 

The first semester of the course had used three textbooks, [not. and] 
which had been continued for the second semester 

Tilde A mark ( ~ ) placed over a letter, as in the Spanish cation^ 
represented m English by ny {can von) 

till, until, ['til] These three words are not distinguishable in 
meaning Since ^til in speech sounds the same as till and looks 
slightly odd on paper, it is rarely used now Use till or until accord- 
ing to the stress or the^feel of the phrase you want Until is most 
often used at the beginning of sentences or clauses: 

Until he went to college, he never had J bought of his speech 

He had never thought of his speech till [or until] he went to college 

Time In subordinate clauses the various time relationships are 
mdicated by the conjunctions after ^ *as, as long aSy as often aSy as 
soon asy beforcy sinccy *tilly untily wheny whenevevy *whtle, 

(See also *Tenses of verbs, ^Centuries, *Dates, *Hours ) 

Titles of articles, books, etc. 

1. Formal usage. In most college writing, in most books, and in 
some periodicals, the titles of books and the names of magazines 
and newspapers are put in italics (often indicated in manuscript 
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Titles of themes 


by underlining). Capitals are used for the first word, torMll nouns, 
pronouns, verbs, adjectives, and adverbs, and foi prepositions that 
stand last or that contain more than five letters 

No Place to Hide You Can't Tal{c It with You 

Wtt and Its Relation to the Parts of Speech and Accidence 

Unconscious The Kansas City Star 

The Atlantic Monthly 

Often the the of magazine and newspaper titles is not regarded 
as a part of the title and so is not capitalized In some periodicals 
the name of the city in a newspaper name is not italicized (the 
Milwaukee Sentinel) Usage is divided on this point 

It the official title ot a work does not follow these conventions, 
references to it may use the exact title or standardize it (as. The Story 
of a Novell which was printed as the story of a NOVEL) Library 
catalogs and some long bibliographies do not use italics and capi- 
talize only first words and proper nouns or adjectives 

Titles of short stories and magazine articles are put in quotation 
marks when they are used with or near titles of books or names of 
periodicals They are often italicized when used without reference 
to their means of publication, especially in discussion of them as 
works ot literature Usage is divided on the titles of poems, but 
academic writing tends to use italics, though the titles of short poems 
are often in quotation marks 

The words Preface and Intiodiiction and the titles of chapters 
m books are capitalized but not italicized or quoted 

(Rfperfncf University of Chicago Picss Manual of Stylcy Index references ) 

2. Informal usage. In many magazines {The New Republic^ 
The Saturday Evening Post, for example) and in most newspapers, 
titles of books and names ot periodicals are treated as proper names, 
capitalized but not quoted or italicized 

In formal papers for college courses and in theses formal usage 
should be followed, in informal college papers either style may be 
used, as the instructor prefers 

3, Typed copy. In typed copy that is not going to be printed it is 
simpler to write titles all in capitals (to save backing up and under- 
lining) This is the common form in publishers’ letters. 

(SfcF ch 13, “Form of bibliographical entries,’’ p 378 ) 

Titles of themes Since titles help interest a reader in a paper, a 
striking and easily remembered title is an advantage But strained 
titles are often ludicrous, and it no good title comes to mind, it is 
better just to name the subject of the paper as exactly as possible 
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to 

in a few words and let it go at that As a rule titles that give no clue 
to the subject, such as The Moving Finger Writes or The Gree\s 
Had a Name for It, are better avoided Don’t postpone writing a 
paper (or handing one in) to hunt for a clever title In published 
work the title is more often made by the editor than by the writer 
The title is not a part of the paper and the first sentence should 
not refer to it by a pronoun Leave a blank line between the title 
and the beginning of the text. 

to L The confusion of to and too in writing is conspicuously care- 
less and one of the small matters to be watched in revision of papers 
2. It IS generally understood that in expressions like “pages 56 to 
89” the last numbered unit is included Hours are an exception, as 
in 1 to 3 pm. Up to or till exclude the last unit. 

today 1. Today (like tonight and tom oi row) is rarely hyphened 
now except by people who learned to spell when the hyphen was 
generally used. Recent dictionaries prefer today 

2. Today, of today are often deadwood, adding nothing to the 
meaning of a statement already placed in the present • 

Economic conditions [of today] arc moie unsettled than they have been 
for two generations 

too When too in the sense of also comes within a construction it is 
usually set off by commas, but in informal writing it usually is not 
when It comes at the end 

“I, too, have become a philosopher,” she said sadly — Irwin Edman, 
Philosopher's Holiday, p 74 

Tm going too (More formal Tm going, too ) 

Topic outline See ^Outline form § lb. 

Topic sentences See Chapter 7, “Focusing statements,” page 1S5 

toward— towards These words are identical in meaning. Towaid 
IS slightly more characteristic of formal usage, perhaps for reasons of 
euphony. 

Transitions between paragraphs Correction: Make the relation 
between the thought of these two paragraphs obvious to a reader. 

For discussion of transitions see Chapter 7, “Transitions between 
paragraphs,” page 193. 

Transitive and intransitive verbs A verb is transiuve when it is 
used with an object to complete its meaning (They fought the whole 
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gang). A verb is intransitive when it does not have an object, when 
the recipient of the action is not named (The choir will sing; They 
hid in the tall grass). Many verbs are used in both constructions, 
usually with different meanings (He wrote two books [transitive]; 
She cannot write [intransitive]) Dictionaries note whether a verb 
is typically used transitively or intransitively, and in what senses 
Lie and sit are intransitive, *lay and *set are transitive. ^Linking 
verbs (be, become^ ta^te . . ) are regarded as intransitive. 

(Rpffrfnce Curmc, Patts of Specchy ch 4 ) 

Transpose Correction: Transpose, that is, reverse the order of 
the elements marked for greater clearness or a more emphatic order. 

A change in the order of sentences or paragraphs in copy can be 
shown by using numbers in the margin opposite the elements to be 
changed, or by circling and drawing arrows. 

The transposition of letters is shown by a curved line : 

Conn^cut rcc^e 

Triads Parallel senes of three units are so common in writing, 
especially in formal writing, that they form a definite trait of style. 
Such a series is called a triad 

To delight in war is a merit in the soldier, a dangerous quality in the 
captain, and a positive crime in the statesman — George Santayana, Reason 
Hi Society y p 84 

Trite Correction: Replace the trite expression with one that is 
simpler and fresher. 

Trite words are usually worn out figures of speech or phrases: 
the picture of healthy the order of the day (outside an army post), 
leign supremey from the face of the earthy cracky of dawn. Such 
expressions weigh down a style and are a mark of amateur writing 
or of msensitiveness to words. 

For fuller discussion and examples see Chapter 12, “Trite words,” 
page 333. 

try and— try to The formal idiom is try to (Try to get your work 
done before five o’clock). The general idiom is try and (try and do 
it. Try and get your work done before five o’clock). The general 
idiom is old and its users include Thackeray and Matthew Arnold. 
(See Hall, p. 309.) 

Type Typography is a complex technical field, but many people 
make a hobby of it, and most writers have some curiosity about it. 
A tew of the fundamental tacts about type are given here: 
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IXE? 

1. Type faces. There are many different type faces, each with its 
characteristic appearance. Every type face is made in many stand- 
ard sizes and style variations Some popular faces for book and 
periodical use are set here in ten point size: 

This type face is Casloa 
This type face is Bodoni 
This type face is Garamond 
This type face is Basket ville 
This type face is Granjon 

This Gmdc'Index is set in the following type faces and sizes: 

The text is set in 11 point Granjon. 

The quotations are set in 9 point (Granjon 

The footnotes and references arc set in 8 point Granjon 

The entry words are set in 1 1 point Spartan bold. 

The subheads are set in 11 point Granjon bold. 

Additional information about the type used in this book can be 
found on the last printed page. 

2. Type style variations. A given face and size of type is available 
in several standard variations of style The most common are 


Natve and example 

Abbreviation 

Indicated 
in manuscript by 

ROMAN CAPITALS 

Caps 

Three lines underneath 

roman lower case 

1 c 

Unmarked manuscript 

ROMAN SMALL CAPITALS, 

s c 

Two lines underneatii 

ITALIC CAPITAI^ 

Ital Caps 

One line underneatii 
and labeled “all caps” 

ttahe lowet case 

ital 

One line underneath 

BOLD FACE 
CAPITALS 

b f caps 

Wavy line underneath 
and labeled “all caps’ 

bold face lower case 

b f 

Wavy line underneath 


There are, of course, combinations of the above styles* Caps and 
lower case. Caps and Small Caps, Italic Caps and lower ca^e. 

Bold Face Caps and lower case. 

3. Type measurement. Type is measured in points^ a point 
equaling 1/72 of an inch. A square unit of type of any size is an 
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Typewritten copy 

em Space is usually measured m ptca (12 point) ems (1/6 of an 
inch). 

This line is set in six point type 

This line is set in ten point type. 

This line is set in fourteen point type. 

(SLt ^Proofreading References The University of Chicago Press Manual of Style 
c(>n tains much information about type, as do other stylebooks and books on journalism, 
advertising, and typography ) 

type of The general idiom type of is being shortened colloquially 
!)y omitting the of this type letter. Although the construction is 
beginning to appear in print, general usage should still be followed: 
ihis type of letter (and not this type of a letter). 

Typewritten copy Manuscript for a printer, business letters and 
reports, and impersonal writing should be typed. In the United 
States we are so accustomed to typescript (and our handwriting is on 
the whole so illegible) that it can be used in a good deal of personal 
correspondence There is an added courtesy in longhand, and “social 
coi respondence” should usually be handwritten Students believe 
they receive better grades on course papers that are typed. The ease 
ot reading typescript may have this result when the instructor is 
reading principally for content, but in English compositions that 
advantage may be offset in part by the clearness with which the 
enors stand out. 

In general, typewritten copy follows the customs of good manu- 
sciipt but some points need special emphasis. Use only one side 
of the sheet, leave wide mat gins (especially at the right side, since 
letters cannot be corr pressed as in longhand), and keep type clean 
and the ribbon in good ink Ordinarily use a black ribbon. 

Regular manuscript should be double spaced Personal writing 
may be single spaced and tor economy single space is generally used 
in business writing If single spaced, the line should be kept fairly 
short to make the reading easier. Full, crowded pages are forbid- 
ding reading. In typing first drafts, leave plenty of space for revision, 
perhaps using triple space between lines and extra space between 
paragraphs. 

In single spaced typing, use double space between paragraphs. 
For double spaced typing, make a triple space between paragraphs 
if you wish an open appearance or special emphasis on the para- 
graphs. Indent paragraph first lines from five to eight spaces. 

Long quotations may be indicated in double spaced copy by 
indenting the number of spaces used for paragraphs and single 
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spacing the quoted matter. No quotauon marks are used with this 
style. 

The standard typewriter keyboard has no symbol for the figure 

1. Use the small 1 (not I). For a dash use two hyphens not spaced 
away from the words on each side Use space after all other punctua- 
tion marks. 

Transposed letters should be erased and retyped or corrected by 
the proofreader’s symbol. See ^Proofreading Strikeovers are often 
hard to read A few mistakes can be corrected in ink, but if there 
are so many that the page will look messy it should be retyped. 

(See ch 1, “Preparing the manuscript,** p 20 ) 


L There are two “long /i” sounds* (65) as in rule (rool), 
move (moov), lose (looz), booby (boo'bi), hoodoo (h65'd6o) , and 
(u), a diphthong beginning with a y sound and ending with 6o, 
as in use (us or uz), few (fu), cute (kut), beauty (bu'ti), you (u) 

After ty dy tiy Sy st usagc is divided between these two sounds 
tune (tun, toon), duty (du'ti, doo'ti), news (nuz, nooz), stew 
(stu, stoo). The 65 sound is frequent and is increasing among edu- 
cated speakers in spite of widespread prejudice against it (See Knott 
and Kenyon, § 109 and their entries on particular words of this type ) 

2. There are two “short sounds (u) as in cup (kup), fun 
(fun), under (un'dar), son (sun), love (luv), come (kum), ttouble 
(trub'sl), does (duz), other (u^'ar), and (oo) as in full (fool), 
pull (pool), wood (wood), woman (woom'on) 

3. JJ as in burn and xurl is represented by u (burn, kurl) . 

An unpronounced u is sometimes spelled after g, as in guatd. 

tin- (Negative prefix) See *in-, un-. 

Underlining Correction: In longhand and typewritten copy under- 
line words and passages to correspond to the conventions of using 
italic type. 

These conventions are of great importance in formal manuscript 
and in material to be printed. Newspapers have generally abandoned 
Italics but most magazines and books use them, and in academic 
writing— course papers, articles in the learned journals, monographs, 
dissertations, reference books — rather strict conventions are still 
followed. (See Chapter 5, “Underlining for italics,” page 150.) 
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Underlining is used 

!• To indicate titles of books and periodicals. The complete 
title should be underlined 

I like Babbitt and Arrowsmlth the best 

He took Time and The Reader’s Digest 

For details of this use see ^Titles of articles, books, etc. and Chapter 
13, “Form of bibliographical entries,” page 378. Compare ^Ships’ 
names 

(Reference University of Chicago Press Manual of Stylcy pp 43-50 ) 

2. For emphasis. Words that would be heavily stressed if spoken 
may be underlined 

He was the man that night 

Any word a writer wishes to emphasize may be underlined 
(italicized m print), but this is a rather mechanical form of emphasis 
and loses its force if overused. Whole sentences, except in textbooks 
and manuals, are better not underlined, since there are more intelli- 
gent ways of securing emphasis As Fowler (p. 305) put it: “To 
Italicize whole sentences or large parts of them as a guarantee that 
some portion of what one has written is really worth attending to 
is a miserable confession that the rest is negligible.” 

(Si-t ^Emphasis $ 7, ^Schoolgirl style ) 

3. To mark words and locutions considered not for their mean- 
ing but as words, a common use of underlining in this and all books 
on language: 

If we take such a sentence a^s I am hungty^ neithei a grammarian nor a 
logician would have any difficulty in pointing out the predicate, though one 
would say that it was am hungry and the other that it was simply hungry — 
P B Ballard, Thought and Language^ p 88 

4. To mark foreign words: 

But good clothes were a sine qua non 
(See ^Foreign words in English ) 

Understatement Understatement is a figure of speech, the opposite 
of exaggeration. See Chapter 12, page 351, 

unique In strict formal usage unique means “single, sole, un- 
equaled,” and consequently cannot be compared. In informal usage, 
like so many words of absolute meaning, it has become somewhat 
generalized to mean an emphatic rare, and is sometimes found com- 
pared with more or most 
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the more unique his nature, the more peculiaily his own will be the 
colouring of his language — O tto Jespi-rsen, Manktndy Nation and Indi- 
vidual from a Linguistic Point of View, p 204 

United States We live in the United States. The temptation to 
drop the is greatest when United States is forced to do duty as an 
adjective Europe needs the money from United States imports In 
such a case it is better to use American or of the United States (See 
^American ) 

Unity Unity is a by-product of clear thinking It is a relative qualit\ 
Gross disregard of unity, including material that is quite unrelated 
to a paragraph or to a paper or that distracts from its mam point, 
can be easily discovered by a reader But genuine unity is to be 
judged in the light of the writer’s purpose. Any statement that he 
can build into his discussion, that he can relate to his subject, will be 
appropriate. The test of unity is found not in any general principles 
that can be applied in every situation but in appropriateness to ihe 
writer’s view of his material and his consistent carrying out of his 
purpose. 

Various matters related to unity are discussed in Chaptei 7, 
Writing Paragraphs, Chapter 8, Kinds and Qualities of Paragraphs, 
and in Chapter 9, Sentence Form 

unquote is used orally to indicate the end of a quotation 

until See *till, until 

up Up IS a member of many typical *verb-adverb combinations in 
general use (give up, grow up, sit up, use up) Colloquially it is an 
intensive in a number of others to which it contributes no new 
element of meaning (divide up, fill up, raise up, join up). The latter 
are appropriate in informal writing but are usually avoided in 
formal. 

Upside-down subordination Putting the main idea in a jilnasc 
or subordinate clause instead of in the main clause is sometimes 
called “upside-down subordination 

Upside-down When the lightning struck the barn with a blinding hash 
she had just finished dusting the hall table 

Accurate Just as she had finished dusting the hall table, lightning siiuck 
the barn with a blinding flash 

(See ch 9, “Compound sentences, “ “Complex sentences,” pp 251, 257 ) 

Usage Most of this book discusses matters of English usage For 
general principles, see Chapters 2 and 3 
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used to The spelling use to represents what we say, but should be 
written used to 

utilize IS frequently put for the simpler use. It means specifically 
“put to use.” 


(v) as in very (ver'i), vwtd (viv'id), save (sav), Stephen 
(ste'vsn), of (ov). 

Varieties of English For variations in English usage due to time, 
place, and social level see Chapter 2 

Variety Variety in expression comes principally from an active and 
natural way of writing, and conscious effort can do little but remove 
the monotonous passages that sometimes occur in tired or inat- 
tentive composition Just keep in mind that if a passage seems flat 
and monotonous to the writer, it will probably be even more dis- 
pleasing to anyone else. 

Phases of variety in writing are treated m the following places 
in this bcx)k 

In material and development A fresh and convincing treatment 
of a subject will usually show variety in interest and in methods of 
development See Chapters 7 and 8, pages 169, 209, especially the 
description of different sorts of paragraphs in Chapter 8. 

In sentences Sentences can be revised in the interest of variety 
by seeing that they vary in length and movement, that they begin 
with differing first elements, and that there are not long series of 
simple or compound sentences of the same pattern. See Chapters 
9 and 10, pages 237, 271, especially “Variety in sentence movement,” 
page 278, “Compound sentences,” page 251, and “Complex sen- 
tences,” page 257. 

In words Although exactness is more important than variety in 
words, sometimes conscious attention in revision can add to their 
variety and at the same time increase their accuracy See Chapter 11, 
The Meaning of Words, page 303, Chapter 12, Qualities of Words, 
page 331, Chapter 10, “Repetition,” page 289. 

varsity as the name of the first team of a college or university is in 
the dictionaries and needs no apostrophe or apologetic quotation 
marks. 
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vase Pronounced vas, or much less often vaz. The fad of affecting 
the British vaz has about passed. 

Verb-adverb combinations In “I looked up at the top of the tree,” 
the verb lool{ is used in its ordinary sense and is modified by the 
adverb up. In “I looked up the word in the dictionary,” looked up 
IS a verb meaning “investigated,” a meaning not explained by a 
literal use of the two words. Similarly a man may out (lit- 

erally) of jail, or breaks out with measles; he can stand by a certain 
tree, or stand by as a radio listener, he can loo\ after a departing 
car, or after the children. In each of these pairs of expressions, 
the first has a verb modified by an adverb in its ordinary meaning, 
and the second is really a different verb, with a meaning of its own, 
composed of the verb and the adverb combined 

Besides these few samples there are hundreds of such verb-adverb 
combinations in use, most of them one-syllabled verbs with adverbs 
like abouty around y at, by^ down^ for^ tn^ outy through y tOy upy with. 
They arc used most naturally in the informal and colloquial level of 
the language, where they often give an emphatic rhythm differing 
from the more formal investtgatey sacrifice {give up)y surrender {give 
up). This pattern is now the most active way of forming new verbs 
in English. 

(See ch 4, “Verb-adverb combinations,” p 103, Prepositions $ 3b Reference. 
Kennedy, pp 297-303 ) 

verbal See *oral, verbal. 

Verbal nouns See ^Gerunds. 

Verbals The parts of a verb that function as nouns or adjectives 
are grouped as verbals. Gerunds (or verbal nouns) are used as 
nouns (though they may still have a subject or object), participles 
are used as adjectives, zad^infimtwes are used as adjectives or nouns: 

Gerunds Swimming is better exercise than rowing. Having been invited 
pleased him enormously 

Infinitives His only ambition was to pass It was too good to last To 
have ashed for more would have wrecked the whole conference. He had 
plenty of money to spend 

Participles He reached the float, swimming as easily as before he had 
been hurt. Ashed to take a part, he refused at first but finally accepted 
Having been invited, he began to make plans 

For the various uses of verbals see '’^Gerunds, ’•^Infinitives, and 
♦Participles. 

Verbid In this book we are keeping the term verbal for gerunds, 
infinitives, and participles when they are used simply as nouns or 
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adjectives and are calling them verbids when they arc used with some 
verbal characteristics, such as taking an object. 

They had tried four times to get him up 

This policy, coveting your household goods, expires September 18. 

Running a motel wasn’t as simple as they had expected. 

These verbid constructions are regarded as phrases but in several 
respects behave more like clauses and raise some questions of gram- 
mar, as discussed in Chapter 4, “Verbid phrases,” page 112. 

(See Jespersen, Philosophy, p 87; Aiken, pp 204-6 ) 

Verb less sentences See Chapter 9, “Verbless sentences,” page 260. 
and ^Fragmentary sentence. 

Verbs 

1. Tense. 2. Verbals. 3. Voice. 4. Mood. 5. Transitive-intransitive 

use. 6. Syntax of verbs. 

Although verbs in English are greatly simplified from what they 
formerly were, they remain the most complex of the parts of speech 
In meaning, verbs indicate action (fights tal\^ thtn\, manufacture) ^ 
condition (feely sleepy watt)y or process {becomey change^ grow ) — 
though placing a word m any of these categories is hardly worth 
arguing about In form, verbs may indicate person, number, tense, 
voice, and mood Such special forms in English have been reduced 
typically to four (eg: as\y asbjy as^tngy asked), the other relations 
being shown by phrases in standard patterns {will as\y has been 
asked). In function, verbs (except the “verbals”) make a prcdica 
tion, form the typical clause or sentence. 

The following topics are conventionally treated in a discussion 
of English verbs. They are presented more fully in the Index articles 
indicated. 

1. Tense. A verb form is one of the means of indicating the time 
in a statement. Present, ts asking {asks^ does as]{)\ past, asked {did 
aski tvas asking ) ; perfect, has asked; past perfect, had asked; future, 
will ask, future perfect, will have asked, with some other alternative 
phrases and comparable expressions for the passive {is being asked, 
etc.). 

(See *Tcnses of verbs, *Principal parts of verbs, * Auxiliary verb, and articles on par- 
ticular verbs like *bc, *do, *shall — will, should — would ) 

2. Verbals. Verbals are used as parts of phrasal verbs (will aski 
had askpd), or as adjectives (a coming man, a locked door), or as 
nouns (To sleep was his only wish. Swimming was his favorite 
sport), rather than as verbs of full predication making clauses or 
sentences. These forms frequently have subjects (Jlet playing was 
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reckless, We wanted httn to go) or objects (He tried to force the 
door^ Loading the car was a hard job, Having slammed the door^ he 
walked away with apparent poise). 

(See *Gcrunds, *Infinitives, *Participles ) 

3. Voice. Constructions m which the subject is the actor are 
in the active voice (He ast^ed for an extension of time); those in 
which the subject is “acted upon” are in the passive voice (They 
were asked to go faster). Since these various forms allow for differ- 
ent emphases on the subject and object in sentences, they are impor- 
tant for accurate statement and for stylistic emphasis. 

For forms see ^Tenses of verbs, and for use *Voice, and for the 
overuse of the passive, ^Passive verbs. 

4. Mood. The basic mood is the indicative, in which statements 
are made and questions asked. The forms of the indicative are given 
in *Tenses of verbs Some languages have additional inflections that 
show the speaker’s attitude toward his statement, but English shows 
only vestiges of these. 

Instead of an imperative m(X)d, for commands and emphatic re- 
quests, English uses the basic (infinitive) verb form, asl^y or the 
phrases be asking ox do ask These are construed as active voice and 
present tense, though obviously a present extending into the future 
See ^Commands and requests. 

The debate over the subjunctive mood is discussed in the article 
^Subjunctives. The only identifiable subjunctive forms are in the 
verb be and in the third person singular present of other verbs: 
Present — he ask, past — he were askings and m the passive he were 
being asked or he were asked. The indicative forms would be used 
in most conditions, and in most other constructions except a few with 
that (I suggest that he take the early tram) The shades of meaning 
conveyed by subjunctives m many languages are in English expressed 
by verb phrases with may, mighty musty catty shouldy and so on. This 
allows for a more accurate statement of the various shades of 
meaning. 

(See *Subjunctivcs, •Auxiliary verb, •Conditions ) 

5. Transitive-intransitive use. A verb that is used with an object 
IS said to be transitive (He washed the car) and without an object, 
intransitive (He hadn’t washed for two days). This is a quality of 
the construction rather than of the verb. Many verbs In English are 
used both ways, usually with some distinction in meaning. Linking 
verbs, which take a complement, are regarded as intransitive. 

(See *Transitivc and intransitive verbs, ♦Objects, *Linking verbs, ♦Predicate adjective. 
Predicate noun } 
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6. Syntax of verbs. Since verbs enter into so many constructions, 
their status and relations with other words are discussed in a number 
of entries in this book. Besides treatment in Chapter 9, Sentence 
Form, page 237, and Chapter 4, Problems in English Grammar, page 
91, and in articles on particular verbs (such as *be, *do, *can — may, 
could — might, *get, *shall — will, should — ^would), the following en- 
tries are concerned principally with the use of verbs in speaking and 
writing: 


Absolute phrases 
^Clauses 

^Collective nouns 

^Commands and requests 

^Conditions 

^Fragmentary sentence 

^Gerunds 

^Infinitives 

^Linking verbs 


^Misrelated modifiers 
^Objects 
^Participles 
^Passive verbs 

* Predicate adjective, Predicate noun 

*Split infinitives 

^Subject and verb 

♦Tenses of verbs 

♦Voice 


(REi*rRF\(Fs Curme, Jespersen, and all gnmmars treat verbs, see especially Fries, 
ch 8, Ihc Uses ()t Function Words With Verbs See ch 4, “Verbs,” p 100 ) 


Vernacular Vernacular formerly referred to the native, spoken Ian- 
guage — as opposed to the literary languages of Latin or Norman 
French or the language of other conquerors. It now means colloquial 
and Vulgate English, the native homely, spoken language as con- 
trasted with formal or literary English. 


Verse A full line or more of verse quoted in a paper should be 
lined of! and written exactly as it is in the original. It should be 
indented from the left margin and, if very short, far enough not 
to leave a conspicuous blank at its right. No quotation marks are 
used. 


Verse form The form of a line of verse is described by telling 
the arrangement of the stressed syllables (the kind of “foot”), the 
length of the line (the number of feet), and any other qualities 
of movement or vaiiation from the typical movement that it shows. 
This article presents the vocabulary and an outline of the facts 
necessary for describing verse form. 


The feet: 

lambic t / (An iamb) 
Trochaic / X (A trochee) 
Anapestic XX/ (An anapest) 
Dactylic / X X (A dactyl) 
Spondaic // (A spondee) 


The length of lines: 

Dimeter: Two feet 
Trimeter: Three feet 
Tetrameter: Four feet 
Pentameter: Five feet 
Hexameter' Six feet 
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Other facts: 

A line IS end-stopped if its end corresponds with a distinct sense 
pause, either the end of a sentence or of a major sentence element; 
It is run-on when the construction is carried over the end of the line. 

Alexandrine' A line containing six iambic feet 

Anacrusis An extra unstressed syllable at the beginning of a line 

Catalexis' The dropping of the final unstressed syllable 

Feminine ending An extra unstressed syllable at the end 

Refrain. A line repeated, typically at the end of each stanza of 
a poem 

A cesura {caesura) is a rhythmic pause within a line. 

Two successive lines rhyming are a couplet. 

A four-line stanza is a quatrainy which may have any rhyme 
scheme: abab, abba; an iambic tetrameter quatrain rhyming abeb 
is the ballad stanza. 

More complex stanza forms (sonnet, ode, ballade, and so on) are 
described m books on literature and poetry. 

Blanks verse is unrhymed iambic pentameter. Free verse is verse 
of varied length lines with a flexible movement, usually unrhymed. 

Examples of scansion 
lambic pentameter (feminine ending); 

A thing of beauty is a joy forever 


Anapestic tetrameter: 

There are brains, though they mould^, that dream in the tomb 


Trochaic tetrameter (catalectic), a couplet: 

f X /x / X / 

Souls of poets dead and gone, 

f rit f %% ^ X ^ 

What Elysium have ye known. 


These examples show that scansion tells the typical physical 
characteristic of verse but does not define the rhythm, which is far 
more important. 

(Reference For the more important qualities of poetry, such as imagery, tone, color, 
rhythm (not to mention meaning)^ see books on poetry and literature ) 

vertebra The plural is either vertebrae (vur'tDbre) or vertebras^ 
with vertebrae still the more common 


very 1. ‘Very’ as an intensive. Very has been so overused that it is 
of doubtful value as an intensive. A writer should make sure that 
It really adds to the meaning of his phrase. 
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The Emporia Gazette once described its war upon very this way 

"‘If you feel you must write ‘very,’ write ‘damn ’ ” So when the urge for 
emphasis is on him, the reporter writes “It was a damn fine victory I am 
damn tired but damn well — and damn excited ” Then, because it is the 
Emporia (Kan ) Gazette, the copy desk deletes the profanity and the quota- 
tion reads “It was a fine victory I am tired but well — and excited ’’ That’s 
how the Gazette attains its restrained, simple, and forceful style Very simple 

2. ‘Very’ and past participles. In formal English many people 
will not use very with a past participle (He was very excited) — ■ 
because by rights very is an intensive, supposedly marking a high 
degree of a quality^ as in very happy^ and the verb function of the 
participle denotes an action rather than a quality. The formal locu- 
tion would be “He was very much excited/’ 

This distinction, since it is based purely on grammatical reason- 
ing, IS too subtle for users of colloquial and informal English, who 
use very to modify such participles without any qualms (I shall be 
very pleased to come, We shall be very delighted to have you) 

When the President and the trustees finally decided to allow the Psychol- 
ogy Department to sponsor a clinic, Dr Bonham was very elated — James 
Reid Parker, 4cademtc Procession, p 13 

viewpoint A natural and economical substitute for the clumsy 
point of view It is not stigmatized in the dictionaries 

Before we condemn him for affectation and distortion we must realize his 
viewpoint — E M Forster, Aspects of the Novel, p 182 

viz. Viz IS abbreviation of the Latin videlicet [vi del's sit], to wit, 
namely. Viz exists only in the language of rather formal documents 
or reference works It is usually read “namely.” 

Vocabulary See Chapter 11, page 303, especially “The supply of 
words,” page 304, and “Increasing your vocabulary,” page 307. 

Vocative See ^Direct address. 

Voice 

1. Definition and forms. 2. Use of active verbs. 3. Use of passive 

verbs. 4. Overuse of the passive. 

1. Definition and forms. When the subject of a verb is the doer 
of the action or is in the condition named by its verb, the verb is 
said to be in the active voice: 

The congregation sang “Abide with Me.” 

They will go swimming. Our side had been winning, 

Jimmy’s father gave him a car We rested an hour. 
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When the subject of a verb receives the action, the verb is in the 
passive voice* 

“Abide with Me” was sung by the congregation. 

Jimmy was given a car by his father 
The pit was dug fully eight feet deep 
They had been caught 

The passive form is usually a form of the verb be and a past 
participle • 

Active Passive 

Present he (is asking) asks he is asked (is being asked) 

Future he will ask he will be asked 

Perfect he has asked he has been asked 

Infinitives to ask, to have asked to be asked, to have been asked 

Participles asking, having asked being asked, asked 

Get and become and other verbs are used to form a passive, espe- 
cially in colloquial English 

If he should get elected, we’d be lost 
Our house is getung painted 

These different expressions of the verb give considerable flexi- 
bility in sentence word order. They allow emphasis by position of the 
thing that is more important to the speaker, or more often merely 
allow the speaker to approach the statement from the viewpoint of 
his thinking about it (the congregation or the hymn, for example, 
in the sentences above) The construction m English is more im- 
portant as a matter of style than of grammar and is one of the 
devices that make it possible for one’s expression to come close to 
his process of thought. 

2. Use of active verb?. Active verbs are more common than 
passive because we arc accustomed to the actor-action-goal pattern 
of expression In the preceding paragraph, for example, the seven 
finite verbs {give, allow, is, allow, is, is, make) and the two infinitives 
(to approach, to come) are active 

3. Use of passive verbs. Passive verbs may be less frequent, but 
they have several important uses. 

The recipient of the action, the goal, may be more important, in 
the writer’s mind, than the doer* 

The well was drilled in solid rock 
Our house was painted last year 

In indefinite statements the passive is often used when the doers 
may not be known or are not to be named in the statement 
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Much has been written on both sides. 

The passive allows various degrees of emphasis by placing the 
name of the act or of the doer at the end 

Our house ts being painted (Active They are painting our house ) 

Our house was painted by Joe Mead and his brother (AcUve Joe Mead 
and his brother painted our house ) 

“Abide with Me’' was sung by the choir [that is, not by the congregation]. 

Sometimes the passive shows a change in the relation between 
subject and verb (though the shift should not be made within a 
sentence unless the action is continuous) • 

We drove [active] there and were taf^en out [passive] in a dory 

For discussion of the object of a passive verb, see ^Objects lb. 

4, Overuse of the passive. For the objectionable use of passive 
verbs when active would be more effective, see ^Passive verbs. 
(Referfncls Curme, Syntax, 102-103, Fries, pp 188-93, Jei.persen, ch 12) 

Voiced sounds In voiced sounds the vocal cords vibrate, as in the 
vowels and by r/, g, Vy Zy zhy and th (th) P, ty /, Sy shy and th 
(th) are voiceless sounds corresponding to the voiced consonants 

Some nouns and verbs are distinguished by voicing of the con- 
sonant in the verb use (noun, us — verb, uz), proof — prove (noun, 
proof — verb, prdov), grtef — grieve (gref — ^grev) 

A few spelling errors seem to be caused by a confusion between 
voicing and non-voicing, as significance (-kans) often appears as 
signifigance (-gans) 

S^owels See ^Consonants and articles on the separate vowels, *A, *E, 
^I, ^O, *U. 

\^ulgate English Correcuon: Change the vulgate word or form 
or idiom to one appropriate to educated usage. 

For discussion of uneducated or “substandard** English see Chap- 
ter 2, “Vulgate English,” page 52. 


w (w) as m wild (wild), twtnkje (twing'kal), qutc\ 

(kwik), choir (kwlr) W is silent in write (rit), two (too), sword 
(sord), and other words, and spoken though not spelled m one 
(wun), once (wuns). 
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wake English is oversupplied with verbs for waking from sleep 
(intransitive) and waking someone else from sleep (transitive). 
Each is used in both senses: 

awa\e {awa\ed, awa\ed or awo\e^ awo\e) Rather formal, more com- 
monly used intransitively (I awoke) 

awaken (awakened, awakened) Formal 

wake {jwak^d or woke^ wak^d or woke \woken] ) More widely used than 
the preceding 

waken {wakened^ wakened) Less common than wake 

The usual solution is the *verb-adverb combination wake up 
{waked or woke up) 

She waked up (woke up) at eleven She waked (woke) me up at six. 

want The general idiom with want has an infinitive* 

General I want you to get all you can from the year’s work 

Local I want for you to get all you can from the year’s work 

Local: I want that you should get all you can from the year’s work 

Want IS colloquial for oughts had better You want to review all 
the notes if you’re going to pass his exam. 

In the sense of lack or need^ want is formal and suggests British 
usage. The letter, though clear, wants correcting 

The colloquial want tUy want out without a complementary verb 
(The dog wants out) seems to be of Scotch rather than German 
origin and is widely used in the United States. (See Albert H. 
Marckwardt, ^'Want with Ellipsis of Verbs of Action,” American 
Speech, 1948, 23 3-9 ) 

way, ways Way is colloquially and informally used for away (way 
over across the valley) Way is used in a number of colloquial 
idioms {tn a bad wayy out our way, I don’t see how she can act 
the way she does). 

Ways is locally used for way in expressions like a little ways down 
the road. 

we 1. Indefinite we. We is frequently used as an indefinite pro- 
noun in expressions like We find. We sometimes feel, to avoid passive 
and impersonal constructions. (See ’’•'Reference of pronouns § 3 ) 

2. Editorial we. In editorial columns and in some other regular 
departments of periodicals, like “The Talk of the Town” in The 
New Yorker, the writer refers to himself as we. In some instances 
the we refers to an editorial board that determines the opinions 
expressed but more often it is a convention. It is less used than 
formerly. 
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where 


The usage has passed into familiar and informal writing, espe- 
cially of a light tone. Used merely to avoid /, we is usually con- 
spicuous and to be avoided. (See *I ^^2.) 

^ell See *good — well. 

IS the English spelling for the sounds of hw what (hwot or 
hwut), when (hwen), wheel (hwel), whether (hweth'ar), why 
(hwl) In who (hob), whole (hbl, hul), whoop (hoop), and so on, 
wh represents h or w 

Other words spelled with wh are frequently pronounced with w 
white (wit), whether (weth'ar), why (wi) The practice seems to 
be increasing m the United States and is recognized in Knott and 
Kenyon See that book, page xhv; Robertson, page 227; Oxford 
English Dictionary^ wh 

when Most handbooks warn against statements like ‘‘Welding is 
when two pieces of metal are heated and made into one” The 
reason given is that it is illogical or ungrammatical to equate an 
“adverbial clause” with a noun This reasoning is fallacious because 
a clause cannot be classified solely by its introductory word. When 
(and where) clauses are frequently used (1) in noun constructions, 
as in “Do you have any way of knowing when she will come'^"' in 
which the when clause is the object of \nowingy and (2) as ad- 
icctives, as in “There comes a time when a man has to be careful 
of his diety' in which the clause modifies time. 

The objection to the construction is stvlistic rather than gram- 
matical and comes from the overuse of when clauses in amateurish 
definitions (Communism is when all propertv is owned by all the 
people together or by the state) The more formal pattern would be* 
Communism is a system in which all property is owned by all the 
people together or by the state. 

The construction, then, is to be discouraged rather than forbidden. 

(References Fries, pp 233-34, Marckwardt and Walcott, p 115, Russell Thomas, 
College English, 1949, 10 406-8 Compare ^reason is because ) 

when, as, and if Securities are advertised “when, as, and if issued,” 
and the phrase when and if or tf and when is used in talking about 
goods whose future is uncertain. It should not be used when the 
matter is certain, or in non-business contexts except when appropriate 
to the tone, 

where Where clauses frequently are used as adjectives, most com- 
monly where some notion of place is involved: 
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whether 


General This is the place where the trucks stop 

General He wants a job where he will be with people 

More formal He wants a job in which he will be with people. 

Where clauses in definitions are subject to the same objections 
as when clauses (see *when); that is, they frequently sound am- 
ateurish: 

Amateurish Etching is where you cut lines in a copper plate and then 
print from them 

General Etching is the process of cutting lines in a copper plate and then 
printing from it. 

(References Fries, pp 234-35, Marckwardt and Walcott, p 115 ) 

whether Whether is used in indirect questions He asked whether 
you could come. 

In statements whether is used with or to indicate two alternatives • 
They have never decided whether he committed suicide or was 
murdered. 

In formal usage or not is frequently used with whether to indicate 
a second alternative when it is simply the negative of the one stated 
They have never decided whether or not he was murdered But in 
informal usage or not is frequently omitted (They have never de- 
cided whether he was murdered), and should not be used if it will 
make an awkward statement 

General Whether or not this was the best plan, they went ahead Or 
Whether this was the best plan or not, they went ahead 
General It is a sorry state when pupils don’t know whether or not to 
believe their teachers 

Clumsy It is a sorry state when pupils don’t know whether to believe 
their teachers or not [Gmii the or noi\ 

(Reference Fries, pp 207, 217 See *if, $2, *Conclitions ) 

which 1. Which refers to things and to groups of people regarded 
impersonally (The legislature which passed the act ). 

2. Which (like that and this) frequently has as its antecedent 
the idea of a phrase or clause : 

Relative pronouns are as troublesome to the inexpert but conscientious 
writer as they are useful to everyone, which is saying much — H W Fowler, 
A Dictionary of Modern English Usage, p 709 

The only need is that, as with other uses of pronouns, the reference 
should be clear. 

(See Webster’s Dictionary, article which Compare ♦this ) 

3. Whose is often used as the genitive of which, instead of the 
more cumbersome of which 
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who, whom 

This story of the life of General Custer is Boots and Saddles^ whose author 
IS the General’s wife 

4. And which. And and but are carelessly used to join a which 
clause, which is subordinate, to a main statement. 

Inaccurate He got the contract to install new copper work on the Post 
Office, and which will require 4500 pounds of lead-coated copper 

Accurate He got the contract to install new copper work on the Post 
Office, which will require 4500 pounds of lead-coated copper, 

while While most exactly is a connective of time: 

While die rest were studying, he was playing cards 

While also means though or but^ but rather weakly: 

Magazines, newspapers, and scientific books became my chief interest, 
while [More exact but] plays and poems were still a torture to me 

While is sometimes used for and^ but not often 

The second number was an acrobatic exhibition while [Better and\ the 
third was a lady trapeze artist 

Awhile IS an adverb, written as one word Awhile ago. In phrases 
in which while is a noun, the a should be written separate. In a 
while, After a while, 

(RrpfcRENCE Fries, pp 236-37 ) 

Whitespace Whitespace has the function of a punctuation mark in 
display matter It has now taken the place of commas and periods at 
the ends of lines and envelope addresses, in letter headings, in titles 
of books and articles, in outlines, m lines that are spaced of? in adver- 
tisements, posters, etc , in matter set m tables or columns. No punc- 
tuation marks are used at the ends of lines in formal social notes In 
indented quotations whitespace has displaced the quote marks. These 
various uses have helped relieve the spottiness of correspondence and 
many printed pages. 

who, whom 

1. Antecedent of ‘who.’ 2. ‘Who’ versus ‘whonu’ 3. ‘Who’ sepa- 
rated from verb. 4. The number of the verb. 

1. Antecedent of ‘who.’ Who refers to people, to personified ob- 
jects (a ship, a country), and occasionally to animals: 

Diogenes Checkpoints says what is needed is a list of horses who should be 
out of training ^ — Audax Minor, The New Yorker, Aug 27, 1938 
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who, whom 

Whose IS commonly used as the genitive of which. 

(Reference Hall, pp 320-27 See *which, § 3 ) 

2. ‘Who’ versus ‘whom.’ Twenty-five years ago the Oxford Eng- 
lish Dictionary said whom was “no longer current in natural collo- 
quial speech.” The struggle to make writing conform to grammatical 
rules of case is consequently difficult and full of problems. Whom 
consistently occurs only when it immediately follows a preposition 
as object (I don’t know to whom I should go). But since the preposi- 
tion often comes last in the expression, in general usage we find who 
(I don’t know who I should go to). Three factors combine to make 
this construction usual (1) the position before the verb — the “sub- 
ject-territory,” (2) the infrequent use of whom in speech, and (3) 
our habit of not using relative pronouns to introduce clauses (I know 
the man [whom] you mean). 

Formal usage, no doubt largely enforced by copy editors, generally 
keeps the objective form 

Formal Whom [object of introduce^ do you introduce to whom [object 
of the immediately preceding to] ? 

General Who do you introduce to whom? 

Formal No matter whom [object of meets] one meets, the first thing one 
mentions is the weather 

General No matter who you meet, the first thing you mention is the 
weather 

Which you use, then, depends on the level and tone of the par- 
ticular piece of writing. In formal and academic writing there will 
be more whom^s than there will be in informal narratives and per- 
sonal writing. 

(References Fries, pp 88-96, 237, Pooley, pp 72-77, 221, all other competent 
grammarians ) « 

3. ‘Who’ separated from verb. When who is the subject of a verb 
separated from it by other words, care should be taken to keep the 
subject form: 

He made a list of all the writers who [subject of were] he thought were 
important m the period 

Whom sometimes occurs here, probably as the result of trying to 
keep the formal practice of using whom when it is an object pre- 
ceding its verb (§ 2) : 

. . factory laborers and factory owners, young conscripts and seasoned 
army officers, folk whom [subject of have disappeared] I discover have dis- 
appeared for treason against National Socialism since they wrote . • . — ^Nora 
Waln, The Atlantic Monthly, Jan. 1939 
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Wordiness 


4. The number of the verb. A verb of which who is the subject 
has the number of the antecedent of the who 

Tm one of the few people who don’t [antecedent peoplel like to read 
many books 

I’m one who doesn’t [antecedent one] like to read books. 

Colloquially there is a strong tendency to make the verb of the 
who clause agree with the principal subject, which would give 
doesn^t in the first sentence above. This is avoided in careful writing. 

will See *shall — will. 

wire Wire is informal and colloquial for telegram^ telegraph. Live 
wire (a person) is colloquial 

with There seems to be a temptation to use with when another 
preposition or a different construction would be more accurate 

Our outfit was composed of two platoons with [Better of] 43 men each 
I’ll never forget the farmer who, not seeing the wave, tried to get his few 
cows to safety and was washed away with [Better by] the water 
Americans believe in freedom, but with Germans it is different [Perhaps: 
but Germans are different] 

woman See *man, woman. 

woods See *falls, woods. 

Word composition See *Origin of words § 3a. 

Wordiness Correction: Compress this passage by replacing the 
wordy expressions with more compact and exact ones. 

1. Circumlocution. 2. Long function words. 3. Deadwood. 
4. Fuzzy writing. 

The use of unnecessary words in conveying one’s ideas results in 
flabby writing Unprofitable words can be removed or replaced by 
more economical ones in revision. The commonest types of wordi- 
ness are. 

1. Circumlocution — ^the use of several words instead of one exact 
word: 

destroyed hy fire means burned 

come tn contact with usually means meet or l{now 

the necessary funds usually means no more than the money 

in this day and age means today 

the sort of metal they use for plating the shiny parts of automobiles might 
mean chromium 

(See ch 10, “Direct phrasing,** p. 285.) 
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Word order 


2. Long function words — function phrases that might be replaced 
by one or by fewer words During the time that \while\ she was in 
Los Angeles she had at least six different jobs. 

(See *Function words i 2 ) 

3. Deadwood — woids which add nothing to the meaning: 

The cars are neat and graceful [in appearance] 

In the majority of cases they do not For The majority do not 

The home of my boyfriend was in a town called Hillsdale For My 
boyfriend’s home was in Hillsdale 

(See ch 10, “Sentence economy,” p 284 ) 

4. Formless, fuzzy writing: 

Wordy Revised 

It has some of the best ski trails They have a very fashionable hotel, 

in the country and as far as the all the cold weather sports, and some 

other cold weather sports are con- of the best ski trails in the country, 

cerned, they have them too, along 
with one of the most fashionable 
hotels in the country 

(See also ch 10, “Long and short constructions,” p 286, “Repetition,” p 289, and 
specific articles like *casc, ^exception, "^Passive verbs, *scem, “"“there is, there are ) 

Word order Correction: Revise the order of words or other 
elements so that the meaning is more clear, or the sentence is more 
natural, or more effective. 

1. Position changed for emphasis. 2. Interrupted constructions. 

3. Misleading word order. 

The order of words and of other locutions m a sentence is a 
fundamental part of English grammar and in addition contributes 
to some effects of style, especially emphasis The work done in 
many languages by inflections (endings) is in English performed 
largely by ^function words (prepositions, auxiliary verbs, and so 
on) and by the word order. Since we pick up the standard word 
order as we learn to talk, it offers little difficulty We use naturally 
the subject-verb-object order of clauses and sentences (page 247), 
we put adjectives before their nouns and relative clauses after their 
nouns, and in general put modifiers near the words modified. 

This article is intended to bring the fact of word order to your 
attention rather than to cover its large number of details. It em- 
phasizes three instances in which the order is variable. 

L Position changed for emphasis. As a rule an element taken 
out of Its usual position receives increased emphasis, as when the 
object is put before both subject and verb: 
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Words 


Object first That book I read when I was sixteen (Instead of: I read 
that book when I was sixteen ) 

Predicate adjective first Lucky are the ones who register early. (Instead 
of The ones who register early are lucky ) 


(See ch 10, “Position,” p 293 ) 

2. Interrupted constructions. When a word or words interrupt 
a construction, the effect is usually unhappy unless the interrupting 
word deserves special emphasis 

Between subject and verb Newspaper headlines in these trying and con- 
fused times are continually intensifying the fears of the American people 
(More natural In these trying and confused times newspaper headlines 

are. . . .) 

Between verb and adverb He played quietly, efficiently on He took a 
pack from his pocket and she took one thoughtfully out 

More natural He played on, quietly, efficiently He took a pack from his 
pocket and she took one out thoughtfully [or and she thoughtfully took 
one out] 

(See ch 10, “Interrupted movement,” p 279, *Spht infinitive ) 

3. Misleading word order. English usually has a modifier close 
to the word modified and care must be taken that modifiers separated 
from their mam words are not misleading. 


Misleading 

I wish to order one of the ma- 
chines which I saw advertised in 
The Saturday Evening Post sent to 
the above address 

Her uncle. King Leopold, was 
even unable to influence her 
This success in villages will 
probably be duplicated in the cities 
as time goes on at an accelerated 
rate 

Until recently the chains have 
been able to get special prices on 
the goods they buy from producers 
with little opposition 


Improved 

I wish to order sent to the above 
address one of the machines which 
I saw advertised in The Saturday 
Evening Post 

Even her uncle. King Leopold, 
was unable to influence her 

As time goes on, this success in 
villages will probably be dupli- 
cated at an accelerated rate m 
cities 

Until recently the chains have 
been able to get with little oppo- 
sition special prices on the goods 
they buy from manufacturers 


(See ^Ambiguity $ 2 References Margaret M Bryant, College English, 1944, 
5 434-38, Fries, ch 10, Curme, Syntax, ch 17, Kennedy, pp 500-508, C Alphonso 
Smith, Studies tn English Syntax (Boston, 1906), ch 2, The Short Circuit in English 
Syntax ) 


Words Correction: Replace the word marked by one that is more 
exact, more effective, or more appropriate. 

General questions of the use of words are treated in Chapter 11, 
The Meaning of Words, page 303, and Chapter 12, Qualities of 
Words, page 331. Many specific words that are likely to raise ques- 
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worth while 


tions have articles of their own (^contact, *drunk, ’^hope, ’•‘‘however, 
^notorious, *try and — try to, ’••‘ye — the ) Very often the solution 
to a question of diction can be found in a good dictionary. 

Most of this book is about words Some of the more general topics 
about words or their uses will be found under the following heads, 
in the Index articles marked * or in the chapters at the pages given 


Abstract words, p 320 
Allusion, p 353 
Big words, p 339 
^Compound words 
Concrete words, p 319 
Connotation, p 322 
Current, archaic, obsolete 
English, p 55 
Deadwood, p 284 
Denotation, p 318 
* Double negative 
Euphemisms, p 337 
Figurative use of words, 
p 344 

^Foreign words in English 
Formal English, p 48 
*Function words 
General English and 
varieties of English, p 35 
♦Group words 


♦Idiom and idioms 
Increasing your vocabulary, p 307 
Informal English, p 39 
Meaning of Words, p 303 
♦Origin of words 
♦Phrase 

Quahties of words, p 331 
Range and liveliness, p 356 
Repetition, p 289 
Responsible use of words, p 326 
Shoptalk, p 45 
Slang, p 46 
♦Suggestion 
Synonyms, p 324 
Use of dictionaries, p 310 
Trite words, p 333 
Variations due to place, p 58 
Vulgate English, p 52 
♦Wordiness 


worth while Written as two words, or hyphened (especially when 
preceding its noun a worth-while book), or (occasionally) as one 
word 


would Sec ’••'shall — will, should — would §§ 4, 5. 

would of Sec *have §3. 

would rather See ’••‘had better, had rather. 

Written English See ’••'Colloquial and written English. 


y 

\ IS an unnecessary letter in English It spells several sounds 
represented by different phonetic symbols (ks) as in fox (foks), 
exclusive (eks kloo'siv), exceed (ek sed') , (gz) as in exist (eg zist'), 
exhibit (egzib'it); (ksh) as in luxury (luk'shsri), (gzh) as in 
luxurious (lugzhoor'i9s or luk shoor'i ss) ; (z) m xylophone^ 
Xantippe. In British usage ct is sometimes spelled x as in inflexion, 
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yov 

Xmas Informal, chiefly advertising, pronounced like Chn^tniUi^ 
for which it stands 

X-ray Hyphened; may or may not be spelled with a capital 

Y 

I (y) as in yes (yes), beyond (bi yond'). Y also spells / sounds, 
as in sky (ski), bloody (blud'i) 

A final y following a consonant is changed to t before a suffix 
beginning with a vowel except i duty — dutiable^ try — trtes^ body — 
bodies^ bodied^ but play — played^ playing, playable, fly — flying 

ye = the In Old English th of the was represented by the letter 
thorn, k. In early printing the letter y, which looked most like 
the thorn, was used to represent it Consequently we find ye (the), 
\at (that), yem (them) in early books and even oftener find the 
forms in manuscript down to about 1800 

The y then represents th and is pronounced th Its use in recent 
taking of antiquity has not changed this fact Ye Olde Coffee 
Shoppe is just The Old Coffee Shop and should be so pronounced 

ye = you Ye, originally the nominative plural and then the nomi- 
native singular of the second person pronoun (now you), survived 
for a long time m poetry and other literature with a tendency to be 
aichaic (sermons, florid oratory) but is now obsolete. 

yes Yes and no are adverbs They may modify a sentence (Yes, 
you’re right) or may have the value of a coordinate clause (No, but 
you should have told me) or may stand as complete sentences (“Do 
you really intend to go with him^'’ “Yes”) 

Yes IS principal!) a written form, rarely used in speech, where 
there are innumerable substitutes, from ye-us to yop and the “col- 
loquial nasals,” not to mention the current slang affirmatives and 
the longer lived ones like OK 

yet Yet is an adverb (The books haven't come yet) , and in rather 
formal English it is also used as a ^coordinating conjunction, 
equivalent to but “His speech was almost unintelligible, yet for 
some unknown reason I enjoyed it ” 

you You is used as an indefinite pronoun (It’s a good book, if you 
like detective stories) in general writing Formal English would 
more often use one or a different construction, though the prejudice 
against you is declining (See *one, *they.) 
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you all 

When you is used in an informal approach to readers or to an 
audience, it sometimes may be unintentionally personal (or even 
insulting), or seem to indicate an invidious distinction between 
writer and reader “Take, for instance, your [better, our or one s\ 
family problems ” 

In familiar English was is used with you referring to one pei son, 
and in vulgate you is and you was are both singular and plural 

you all In Southern American you all^ contracted to y all, is fre- 
quently used as the plural of you, as in some other regions you jolk^s 
IS used It IS also used when addressing one person regarded as one 
of a group, usually a family, as in Benbow’s speech to Popeye, “If 
It’s whiskey, I don’t care how much you all make or sell or buy” 
(William Faulkner, Sanctuary, p. 4), in which the you all refers 
to Popeye and his household 

It IS sometimes asserted that you all is also used as a singular, 
addressing one (See almost any volume of American Speech, espe- 
cially 11 and IV ) It apparently is occasionally used as a singular but 
this use IS regarded by educated Southerners as an error 
(Reference Mencken, pp 449-50 ) 

your— youVe In revision check for careless confusion of these words 
Your IS a possessive pronoun (your books), you're is a subject and 
verb (you’re all right). 

youth IS overused in the sense of “young people” and suggests a 
ministerial style. 

^ (z) as in Zion (zl'an), buzz (buz), busy (biz'i), shoes 

(shooz). 

zh The phonetic symbol representing the sound in rouge (roozh), 
measure (mezh'ar) and so on. (See *G § 3.) 

zoology In spite of several dictionaries, zoology is prevailingly 
spelled without the dieresis or hyphen It is well to resist the temp- 
tation to pronounce it zoool'iji and keep it zool'iji 

& 
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1903, 1931, by Doubleday, Doran & Company, Inc 
Dodd, Mead & Company, Inc selection from Modern Arnettcan Painting by 
Peyton Boswell, Jr Reprinted by permission of the publishers, Dodd, Mead 
(S^ Company, Inc 

John Dos Passos selections from The Big Money by John Dos Passos Pub- 
lished by Harcourt, Brace and Company Copyright, 1933, 1934, 1935, 1936, 
by John Dos Passos 

Doubkday & Company, Inc selection from Nocturne by Frank Swinnerton, 
copyright, 1917, by Doubleday, Doran & Company, Inc From For Authors 
Only by Kenneth Roberts, used by permission of Doubleday & Company, Inc , 
and Kenneth Roberts 

Duell, Sloan & Pearce, Inc selection from Virgin Spain by Waldo Frank Copy- 
iight, 1926, 1942, by Waldo Frank 

Loid Dunsany selection from A Dieamei\ Tales by Lord Dunsany, used by 
permission of Bruce Humphries, Inc and the author 
Editor tr Publisher selection from “Shoptalk” by George Olds in Editor 
Publisher^ February 5, 1935 Copyright, Editor & Publisher 
lire Emporia Gazette two selections (one by William Allen White) fiom The 
Emporia Gazette 

Ev^ie & Spottiswoode Limited selections from A Time for Greatne^i by Herbert 
Agar World permission granted by Eyre & Spottiswoode Limited, Little, 
Brown & Company, and Herbert Agai 

Fabei and Faber Limited World exclusive of the United States for selections 
from After Strange Gods and “Geiontion” by T S Eliot 
Allan Ferguson selection from ”1 he Scientist’s Need for New Words” by 
Allan Ferguson in The Listenciy April 21, 1937 
John T Flynn selection from an article by John T. Flynn in Scribner's Maga- 
zine, July 1937 

Foieign Policy Association Incorporated two graphs, “Middle East Oil Pro- 
duction” and “Western Europe Oil Imports” from American Interests tn the 
Middle East, Headline Senes No 72, one chart, “Low Imports Endanger U S. 
Exports” from Point Four and the World Economy, Headline Senes No 79, 
Fortune selection from “The Put-Put” in Fortune, August 1938 
C C Fries selection from What Is Good English? by C C Fries 
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Funk & Wagnalls Company selection from How Words Get into the Dictionary 
by Spencer Armstrong 

Garrett Publications, Inc selections from “Confessions of a Playwright” by 
William Saroyan in Tomoirow^ February 1949, used by permission of Garrett 
Publications, Inc , New York, and William Saroyan 

Hamish Hamilton Ltd British Empire for selections from With Malice Toward 
Some by Margaret Halsey, and God and My Father by Clarence Day 

Harcourt, Brace and Company, Inc selections from You Can't Print That by 
George Seldes, Autobiography by Lincoln Steffens, copyright, 1931, by Har- 
court, Brace and Company, Inc , and Nanatwe Technique by T H Uzzell 
World exclusive of the British Empire for selections from Queen Victoria by 
Lytton Strachey, Language in Thought and Action by S I Hayakawa, and 
North to the Orient^ copyright, 1935, by Anne Morrow Lindbergh United 
States and Canada for selection from The Tyranny of Words by Stuart Chase, 
copyright 1938 by Stuart Chase United States for selections from After 
Strange Gods and “Gerontion” by T S Eliot, Aspects of the Novel by E M 
Forster, copyright, 1927, by E M Forster, and Reperusals and Recollections 
by Logan Pearsall Smith 

Harper & Brothers selections from Insurgent America by Alfred M Bingham, 
copyright, 1935, by Harper & Brothers, from an article by Carl Landauer in 
The American Way by D C Coyle and others, copyright, 1938, by Harper 
& Brothers, Paul Scott Mowrer in Modern Feature Writing by H F Harring- 
ton and E S Watson, copyright, 1935, by Harper & Brothers, The Horse and 
Buggy Doctor by Arthur E Hertzler, copyright, 1938, by Paul B Hoeber, 
Inc , Proper Studies by Aldous Huxley copyright, 1927, by Geoige H Doran 
Co , Personality by Gardner Murphy, copyright, 1947, Human Values by 
D H Parker, copyright, 1931, by Harper & Brothers, “Bubbles” in Best 
Stories of Wilbur Daniel Steele^ copyright, 1946, by Wilbur Daniel Steele, 
and My Life and Hard Times by James Thurber, copyright, 1933, by James 
Thurber 

Harper's Magazine from selections in Harper's Magazine ‘Highbrow, Low- 
brow, Middlebrov/” by Russell Lynes, February 1949, and from an article by 
Duncan Aikman, April 1925 

Harvard University Press selection from TottePi Miscellany, Volume I, edited 
by Hyder E Rollins United States and Canada for selection from Mankind, 
Nation and Individual from a Linguistic Point of View by Otto Jespersen 

D C Heath and Company ^selections from How We 1 hin\ by John Dewey 

William Heinemann, Ltd selection from “A Pathetic Imposture” in Yet Again 
by Sir Max Beerbohm, permission granted by William Heinemann, Ltd , and 
Alfred A Knopf Incorporated World exclusive of the United States and 
Canada for selections from The Man of Property by John Galsworthy, and 
From Death to Morning and Loo^ Homeward, Angel by Thomas Wolfe 

Elizabeth Jay Hollins (Elizabeth Etnier) selection from On Gilbert Head by 
Elizabeth Etnier 

Henry Holt and Company, Inc selections from Jungle Peace by William Beebe, 
Four Ways of Philosophy by Irwin Edman, English Prose Style by Herbert 
Read, and The Knowledge of English by George P Krapp 

Houghton Mifilm Company selections from O Pioneers f by Willa Cather, 
Books and Battles by Irene and Allen Cleaton, and The Pleasures of an 
Absentee Landlord by Samuel McChord Crothers World exclusive of the 
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British Empire for selections from Patterns of Culture by Ruth Benedict, and 
Dance of Life by Havelock Ellis Permission covering the United States, 
Canada and Western Hemisphere exclusive of the British possessions for 
selection from The Gathering Storm by Winston S Churchill 
Bruce Humphries, Inc selection from A Dreamer's Tales by Lord Dunsany, 
used by permission of Lord Dunsany and the publishers, Bruce Humphries, 
Inc From “Dawn” in Al Que Quterel by William Carlos Williams, copy- 
right 1917 by The Four Seas Company, used by permission of Bruce Hum- 
phries, Inc 

Institute of Comparative Research in Human Culture, Oslo, Norway World 
exclusive of the United States and Canada for selection from Man\tnd, 'Nation 
and Individual from a Linguistic Point of View by Otto Jespersen 
The John Day Company, Inc selection from My Country and My People by 
Lin Yutang 

Alfred A Knopf Incorporated selections from Life With Father by Clarence 
Day, Poems by Rex Warner, and “Golden Bough” in Collected Poems by 
Elinor Wylie World exclusive of the British Empire for selections from 
God and My Father by Clarence Day, and Prejudices Fifth Series by H L 
Mencken United States and Canada for selection from The Heat of the Day 
by Elizabeth Bowen United States for selection from Happy Days^ 1880- 
1892 by H L Mencken Selection from “A Pathetic Imposture” in Yet 
Again by Max Beerbohm, permission granted by Alfred A Knopf Incorpo- 
rated and William Heinemann, Ltd Reprinted by permission of and special 
arrangement with Alfred A Knopf Incorporated, authorized publishers 
Elisabeth Krapp selection from A CompiehenQve Guide to Good English by 
George P Krapp 

\ J Lieblmg selection from A Wayward Pressman by A J Liebling 
Linguistic Atlas of the United States and Canada earthworm chart from Hand- 
boo\ of the Linguistic Geogtaphy of New England, used by permission of 
Hans Kurath, Chau man, Linguistic Atlas of the United States and Canada 
Little, Brown & Company selections from Man igatnU Myth by Barrows Dun- 
ham, and 1 he Age of Jackson by Arthur M Schlesmger, Jr Fiom Teacher 
in Amenta bv Jacques Barzun, and U S Foietgn Policy by Walter I ipp- 
mann, used by permission of* Little, Brown & Company and the Atlantic 
Monthly Press United States and Canada for selection from Hard Lines by 
Ogden Nash Copyright 1931 by Ogden Nash Reprinted by permission of 
Little, Blown & Company and the author Selections from i Time for 
Gieatnc^s by Herbert Agar, permission granted by Little, Brown & Company, 
Eyre & Spottiswoode Limited, and Herbert Agar Selection from Third 
Avenue, New York by John McNulty Originally published in The New 
Yorker Permission granted by Little, Brown & Company and The New 
Yoik^r 

Liveright Publishing Corporation United States and Canada for selection from 
The Conquest of Happiness by Bertrand Russell 
Longmans, Green & Co , Inc selections from Writing and Speaking by Charles 
Sears Baldwin, copyright 1911 British Empire for selections from The Bridge 
of San Luis Rey by Thornton Wilder Copyright, 1927, by Albert & Charles 
Bom, Inc 

The Macmillan Companv selections from The Discussion of Human Affairs 
by C A Beard, Silas Crockett by Mary Ellen Chase, The Middle Classes, 
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Then and Now by F C Palm, The Return to Religion by Henry C Link, 
and A Preface to Morals and The Phantom Public by Walter Lippmann 
Selections from The First Freedom by Morris L Ernst, copyright 1946 by 
Morns L Ernst and used with the permission of The Macmillan Company, 
Small Town by Granville Hicks, copyright 1946 by Granville Hicks and used 
with the permission of The Macmillan Company United States and Canada 
for selection from The Everlasting Mercy by John Masefield 

McGraw-Hill Company, Inc selection from Biology in Human Affairs by 
Edward M East From Propaganda and the News by Will Irwin Copyright 
1936 Courtesy of McGraw-Hill Book Company, New York 

Scott Meredith* World exclusive of the British Empire for selection from Big 
Money by P G Wodehouse, copyright, 1930, 1931 By permission of the 
author and his agent, Scott Meredith 

Modern Language Association of America selection from “The Spelling Bee” 
by Allen Walker Read in PM LA, June 1941 

William Morrow & Company, Inc United States for selection from Novel on 
Yellow Paper by Stevie Smith, copyright 1937 by Stevie Smith 

New Directions selection from The CraeJ^^up by F Scott Fitzgerald 

The New Republic from selections in The New Republic “What Is Opinion?*” 
by Randolph Bourne, August 18, 1915, “For the Postwar Writers,” December 
3, 1945, and “Heavenly City,” April 20, 1938, by Malcolm Cowley, “Benny 
and the Budapests” by Otis Ferguson, October 5, 1938, “The Menace of the 
Cartels” by Robert Reuben, October 11, 1943, selection from an article by 
John Dos Passes, June 3, 1936 

The New Statesman and Nation selection from an article by Edwaid Hyams 
in The New Statesman and Nation, April I, 1950. 

The New York^ Times selections from “For a Fierce Game, There’s Hockey” 
in The New Yorl{ Times Magazine, February 27, 1938, and from an article 
in The New Yorl^ Times, October 14, 1941, used by permission of The New 
Yorh^ Times and the author, Robert F Kelley Selection from “Are We Be- 
coming a ‘Labonstic’ State?*” by Sumner H Schlicter in The New Yor\ 
Times Magazine, May 16, 1948, used by permission of 1 he New Yoih, Times 
and Sumner H Schlicter 

The New Yorker from selections in Ihe New Yor^et “How I Look at Things 
in General” by Charles B Shaw, April 25, 1931, “The Cliche Expert Takes 
the Stand,” August 31, 193'5, and “The Cliche Expert Tells All,” June 20, 
1936 by Frank Sullivan, “Over the Road, Legal,” by Mark Murphy, Novem- 
ber 19, 1949, “Utopia’s Friends,” May 25, 1935 Selections from articles by 
Meyer Berger, November 26, 1938, Clifton Fadiman, December 5, 1938 
Selections from articles in The New Yorker of June 30, 1934, October 9, 
1937, April 9 and October 27 of 1938 

W W Norton & Company, Inc selection from Learning Basic English by 
I A Richards and Christine Gibson World exclusive of the British Empire 
for Mysticism and Logic by Bertrand Russell United States and the Philip- 
pines for selection from The Ameiican People by Geoffrey Gorer United 
States for selection from The Meaning of Culture by John Cowper Powys 

Ohio Wesleyan University chart from Newspapei Oi gamzation by D J Horn- 
berger and Douglass W Miller, used by permission of Ohio Wesleyan Uni- 
versity and D J Hornberger 
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Oxford University Press, Inc. (New York) selection from The Philosophy of 
Rhetonc by L A. Richards. 

The Phi Delta Kappan selection from “Poor People Have Brains, Too” by 
Allison Davis in The Pht Delta Kappan, April 1949 

Robert C Pooley selection from Gtammat and Usage in Textbooks on English 
by Robert C Pooley 

Prentice-Hall, Inc selection from A Rhetonc of Motives by Kenneth Burke 
Published by Prentice-Hall, Inc , New York, 1950 

Princeton University Press selection from Army Tall^ by Elbridge Colby 

G P Putnam’s Sons selections from Jungle Days by William Beebe, and Fiom 
a College Window by A C Benson World exclusive of the British Empire 
for selections from Individualism Old and New by John Dewey From An 
Almanac foj Moderns by Donald Culross Peattie Copyright, 1935, by Donald 
Culross Peattie Courtesy of G P Putnam’s Sons 

Random House, Inc selections from Home Is Where You Hang Yow Child- 
hood by Leane Zugsmith From The Dating Young Man on the Flying 
Ttapeze by William Saroyan, copyright, 1934, 1941, by The Modern Library, 
Inc United States and Canada for selection from Lectures in America by 
Gertrude Stein United States for selection from Rett eat ft opt Reason by 
Lancelot Hogben 

Rinehart & Company Incorporated selection from The Fall of the City by 
Archibald MacLeish, copyright, 1937 

Routledge and Kegan Paul Ltd World exclusive of the United States for selec- 
tion from Happy Days, 1880-1892 by H L Mencken British Empne for 
selection from Patterns of Culture by Ruth Benedict 

San Francisco Chtonicle selection from “This World” Supplement by Vance 
Johnson, February 5, 1950 

The Satutday Review of Literatun from selections in The Saturday Review 
of Litctatme ‘‘Notes for an Autobiography” by Albert Einstein, November 
26, 1949, and from an article by Christopher Morley, September 24, 1938 

Science and Mechanics diagram “Construction of Skis” in Science and Me- 
chanics, February 1939 

Chailes Scribner’s Sons selections from Enjoyment of Poetty by Max Eastman, 
Haircut” in Roundup by Ring Lardner, and English Composition bv Bairctt 
Wendell brom “An Escapade” in A Native 4tgosy by Morley Callaghan, 
used by permission of Charles Scribner’s Sons and Morlev Callaghan World 
exclusive of the British Empire foi selections from Gteen Hills of Aftica by 
Ernest Hemingway United States and Canada for selections from The Man 
of Pi Opel ty by John Galsworthy, Pet sons and Places by George Santayana, 
The Yearling by Marjorie Kinnan Rawlings, and From Death to Morning 
and LooJ{ Homeward, Angel by Thomas Wolfe United States for selection 
from News ftom Tartary by Peter Fleming Selection from The Art of 
Letters by Robert Lynd, permission granted by Charles Scribner’s Sons and 
Gerald Duckworth & Co Ltd 

Simon and Schuster, Inc selections from ‘ Tlie Net” by Robert Coates in Short 
Stones from The New Yorker, copyright, 1940, Reading Vve Lihed by Clifton 
Fadiman, copyright, 1941, Color Blind by Margaret Halsey, copyright, 1946, 
and Winter Orchard by Josephine Johnson, copyright, 1935 World exclusive 
of the British Empire for selections leprinted from With Malice Toward 
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Some by Margaret Halsey by permission of Simon and Schuster, Publishers 
Copyright, 1938, by Margaret Halsey From Ttme The Present by Tess 
Slesinger, copyright, 1935 United States and Canada for selections from 
Now tn November by Josephine Johnson, copyright, 1934, used by permis- 
sion of Simon and Schuster, Inc , Victor Gollancz, Ltd , and Curtis Brown Ltd 

William Sloane Associates, Inc selections from Listen for a Lonesome Drum 
by Carl Carmer Copyright 1936, 1950, by Carl Carmer From The Big 
by A B Guthrie Copyright, 1947, by A B Guthrie, Jr 

The Society of Authors World exclusive of the United States and Canada for 
selection from The Everlasting Mercy by John Masefield, used by permission 
of The Society of Authors and John Masefield From The Dance of Life by 
Havelock Ellis, British Empire permission granted by The Society of Authors, 
literary representatives of the estate of Havelock Ellis 

South Place Ethical Society World exclusive of the United States for selection 
from Retreat fiom Reason by Lancelot Hogben 

Stanford University Press selection reprinted from How to Read Rapidly and 
Well by C Gilbert Wrenn with the permission of the author and of the 
publishers, Stanford University Press 

Joseph Tiefenbrun selections fiom People Are Fascinating by Sally Benson 
Copyright, Sally Benson, 1936 

The University of Chicago Pi ess selections from No Friendly Voice by Robert 
Maynard Hutchins, A Manual of Style, Tenth Edition, and “Proofreader’s 
Marks” from A Manual of Style, Eleventh Edition 

University of London Press Limited selection from Thought and Language by 
P B Ballard 

The University of North Carolina Pi ess selections from Institutional Behavior 
by Floyd H Allport, and Democtacy in Crisis by Harold J Laski 

Vanguard Press, Inc selection from Representative Opinions of Mi Justice 
Holtnes, edited by Alfred Lief 

The Viking Press Inc selections from Finnegans Wa\e by James Joyce, copy- 
right 1939, and The Grapes of Wrath by John Steinbeck, copyright 1939 

Warwick & York, Incorporated selection from How Much English Giammai’^ 
by M J Stormzand and M V O’Shea 

Ann Watkins, Inc selection from The American People by Geoffrey Gorer, 
World permission exclusive’of the United States and the Philippines gi anted 
by Ann Watkins, Inc, and Cresset Press, Ltd From The Tyranny of Words 
by Stuart Chase, World permission exclusive of the United States and Canada 
granted by Ann Watkins, Inc , and Methuen & Co Ltd 

A P Watt & Son British Empire for selection from Big Money by P G Wode- 
house, copyright, 1930, 1931 

C A Watts and Company Limited selection from The Tongues of Men by 
J R Firth From Retreat from Reason by Lancelot Hogben (see Random 
House and South Place Ethical Society), used by permission of C A Watts 
and Company Limited 

John Wiley & Sons, Inc selection reprinted by permission from Shore Processes 
and Shoreline Development by Douglas W Johnson, published by John Wiley 
& Sons, Inc 

The H W Wilson Company excerpt from The Readers' Guide to Periodical 
Literature, August 1949 
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Withers & Co selection from Unforgotten Year^ by Logan Pearsall Smith, 
used by permission of the Trustees of the Estate of Logan Pearsall Smith, 
and Withers & Co 

Yale University Press selections from The Heavenly City of the Eighteenth- 
Century Philosophers by Carl Becker, The Gentleman from New Yorl^ A 
Life of Roscoe Conkjtng by Donald B Chidsey, Sweden The Middle Way 
by Marquis Childs, and An Introduction to Linguistic Science by E H 
Sturtevant 
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List of Writers 
and Sources Quoted 

List of writers and sources from whom the longer quotations in 1 he Water's 
Guide and Index to English weie taken 


Agar, Herbert, 176, 178 

Aiken, Conrad, 215 

Allport, Floyd, 230 

Anderson, Sherwood, 23, 65, 172-173 

Bacon, Francis, 548 
Ballard, P B , 350 ^ 

Barzun, Jacques, 175, 181, 471 

Beard, C A , 174 

Becker, Carl L , 51 

Beebe, William, 232 

Benedict, Ruth, 43-44 

Benet, Stephen Vincent, 36-37, 324 

Benson, A C , 659-660 

Benson, Sally, 211, 215-216 

Berger, Meyer, 482 

Bingham, Alfred M , 275 

Boswell, Peyton, Jr , 357 

Bowen, Elizabeth, 204-205 

Boyle, Kay, 213 

Bradley, John Hodgdon, 198 

Bridge, Ann, 347 

Brooks, Paul, 197 

Burgess, Gelett, 340 

Burke, Kenneth, 361-362 


The California Daily Biutn, 184 
Callaghan, Morley, 218 
Carmer, Carl, 194 
Canby, H S , 349, 456 
Cather, Willa, 39 
Chase, Mary Ellen, 510 
Chase, Stuart, 344, 722 
Chidsey, Donald B , 172 
Childs, Marquis W , 655 
Churchill, Winston S , 1 53 
Clark, Walter Van Tilburg, 231 


Cleaton, Irene and Allen, 515 

Coates, Robert M , 296 

Cobb, Irvin S , 7, 594 

Colby, Elbridge, 361 

Conrad, Joseph, 296, 586-587, 607 

Cowley, Malcolm, 221-222, 342-343, 752 

Crothers, Samuel McChord, 719 

Daly, Maureen, 361 

Davis, Allison, 356-357 

Day, Clarence, 43, 246-247, 261, 740 

Dewey, John, 179-180 

Dobie, J Frank, 197 

Dos Passes, John, 138-139 

Dryden, John, 547 

Dunsany, Lord, 291-292 

East, Edward M , 175 
Eastman, Max, 291 
Edman, Irwin, 258, 34C344 
Einstein, Albert, 23^ 

The Emporia Gazette, 809 
Ernst, Morris L , 230 
Etmer, Elizabeth, 273 

Fadiman, Clifton, 180-181, 504 
Ferguson, Allan, 721 
Ferguson, Otis, 346 
Fitzgerald, F Scott, 231 
Fleming, Peter, 280-281 
Forster, E M , 64 
E online, 481 
Fowler, H W , 431, 662 
Franck, Harry A , 217-218 
Frank, Waldo, 483 
Fries, C C, 73, 501 

Gorer, Geoffiey, 252 
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CONCERNING THE TYPE FACES USED IN THIS BOOK 

The text matter of Writer s Guide and Index to English has been set 
on the Linotype machine in Granjon, a type face designed by 
George W Jones, one of England’s great printers Though Granjon 
is by no means a copy of the classic sixteenth century Garamond, its 
basic design comes from that source A companion face, Granjon 
roman bold, is used for subheads within the text matter The other 
type faces used in this book — ^for chapter titles, initial letters, and 
major heads in the Guide y for entry words in the Index — are various 
sizes and weights of a type family generally known as Futura, after 
the face developed from designs of a German architect, Paul Renner 
The larger sizes used here are called Twentieth Century by their 
manufacturer, Lanston Monotype Company, the smaller sizes used 
here are called Spartan by their manufacturer, Mergenthaler Linotype 
Company. 
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To the student 

Your papers will be criticized by references to the alphabetical articles in the 
Index of the book, and you should revise your papers accordingly: 

1. A ting around a word or phrase that you have used means that there is an 
article on that word or phrase, and that you should look it up. 

2* Your instructor may use abbreviations for the Index articles listed below 
when he corrects your papers. Look up the article that corresponds to the 
abbreviation written on your paper and make the appropriate changes (sug- 
gested in bbldface type right after the entry word in the Index). Page refer- 
ences are given to the Guide when it contams fuller information than the Index 


Abbreviofions p. 408 

Abstract ond concrote 
words 411; Guide, p. 341 

Adverbs, types and forms 

421 

Agreement 425 

Ambiguity 430 

Apostrophe 440 

Awkward 446 

Beginning paragraphs 450; 
Guide, p, 195 

Big words 451 , Guide, p. 339 

Copital letters 460 

Coreiessness 464 
Ciearness 472 

Coherence 474 

Coilective nouns 474 

Colloquial and written 
English 476 


CaCnv 

Coion 482 

Camrm 

Comma 484 

CF 

Comma fauit 492 

Onnjf 

Comparison of adjectives 
and adverbs 494 

CmtC 

Conciuding paragraphs 

499, Guide, p. 198 

Cmcr 

Concrete words 499; Guide, 
p.341 

Orj 

Conjunctions, Use 501 

CctmAt 

Construction 505; Guide, 
ch 4 

Carir 

Contractions 507 

"DeatC 

Dead wood 518; Guide, 
p 284 

‘Oet’ 

Details 520, Guide, p. 172 

T> 

Diction 524 


Division of words 527 

En^ 

Emphasis 540 


Famiiiar English 559 




Figures of speech 560; 

Prin Principal parts of vorb* 700 

Guide, p. 344 

1 

Pronouns, types and forms 

Tirnu 

Formal English 566; Guide, 

704 


p 48 

Punctuation 716, Guide, 

Fragmentary sentence 568 

ch. 5 

Otft' 

Genitive case 573 

Question mark 717 

&er 

Gerund 575 

Quotation marks 720 

U 

Idiom and idioms 600; 
Guide, p. 114 

Reference of pronouns 727 

¥ 
m A 

Informal English 610; 

Repetition 734 

Guide, p. 39 

Restrictive and nonrestric- 
tive 736 

JC 

Awkward 616 

SsmC Semicolon 750 

LiftK 

jCficaC 

Linking verbs 632 

5 Sentences 753; Guide, 

Localisms 634, Guide, p. 58 

chs 9, 10 

Cc 

Lower case 635 

Shifted constructions 756 

MS 

Manuscript form 637, 

Guide, p 20 

Sjf Spelling 765; Guide, ch. 6 

S&V Subject and verb 775 

Mm/>* 

Meaning of words 638; 

Suf Subordination 781; Guide, 
p. 257 


Guide, p 318 

Misrelated modifier 638 

Tenses of verbs 786 

M)P 

No paragraph 651 

Trans Transitions between para- 

^Of^tv No punctuation 651 

graphs 796, Guide, p. 193 

Numbers 654 

Tr Transpose 797 

Oud 

Outline form 670 

Trite 797, Guide, p. 333 

Par 

Paragraphs 676; Guide, 
chs 7, 8 

HncC Underlining 800 

ParaC 

Parallel constructions 677; 

Vulgate English 81 1 ; Guide, 

p. 52 


Guide, pp. 116, 282 


Parf 

Participles 679 

Wonfji Wordiness 817 

WO Word order 818 

Pats 

Passive verbs 683 

WW Words 819; Guide, chs. 11, 

Prf 

Prepositions 695 

12 








